' In the ease of a library that .does not use* Uibrar^y 
, of tlQngresSvcall numbers, it would be appropriate . to 
' requeslf, a unit card from OCLC'at tfhe time the book . , 

was orc^ered, jrbviding that the LC card ^number began 
' with a "7"'.- If the LC card number Goes'* not have- an 
initial f 7", the book would be pi^ocessed according' • 
to A:he ^library ^s present cataloging i)rocedures. ^' 

Permanent 'Record s at Or. LC : ' ' ^ 

T 

Information received on punch cards' from ^lembers/ 
\ will be stored in the. OCLC master file,'- A record wj^li. 
' be kept ^yy^ Jiolding l^ibrary of each, ^book cataloged^ 

these records to include the additions or ^changes 
..requested by a Member. . Therefore, ^Jlibl^^ries need to 
report an addition or change.-to O^LC only 6nce. 

- Fpur Requisition Procedures , ' , 

^ Ai 'ii[aa?rru.oned above, there are four basic call 
. number s^tems, eacl^ Raving different request proc.-i^dures . 
As eachCof these pipocedures is' explained, certain options 
•* will be discussed. ^These opr^ons 'permit each ^ember 
* to alter the cataloging and c^ll number to satisfy its 
' ,own requirements . _^ /\ 

On unit ^rds , as depicted ip figure if, LC call 
numbers or Dewey class immbers are ^located in a 
^ ' 22r*poaition area on -tha bottom-TrijA^ that is called the 
"user's option area" ..^^ library kay- i^ information 
in^ this> space on 'cards' Tn catalog ypagks. For^ example, 
an accession^ numb^tr oould be *plac)td in the user option 
. are^ • ' . .""^ ' ^ ' 

- . For ea^ch set of * procedures there i§^a corresponding 
flowchart CFigures 2, 3, 5^^ 6), The sd^flowchart^-^^e sent 
the various optiona available to a Member when requesting, 

• qa^ajog cards in accordance with one of the four basic 
procedures . ^ . " , 

Users of.LC Call Number (Fig> 2) 

» J^-^'The5e\H©mber3 v/iil request catalog cards^^bji^omplet^^g 
^ \jyf^e blue punch card, which requests production of complete 
packs. There * are four options in making this type of request 
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The purpose of this Instruction Manual is thre^-f.qld. 
' Section I, DEFINING THE PACK, delineates the objectives of , . ' 
the* 'Catalog Profile Questionnaire and' describes how to 
complete it. Section ll, REQUEST- PROCEDURES , provid,es tli® 
Membership with various *procedures to follov; when aski'hg 
. for catalof i^rds from OCLC. Secticyn III, 'DESCRIPTION OF . ' • 
PRECODED PUKCH CARDS, contains a derailed explanation for 
completing prec^de*d punch cards*, ' ^ ' ^ 

The .Ohio College Library tenter will produce cards 
weekly when each new rtARC tape is received. 

--SECTION I: DEFINING THE PACK / ' 

Purpose' of the Catal<^g Profile Questionnaire ^ 

The Ohio College Library Center *ias developed a Catalog 
, Production Systenj capable pf handling the individual needs 
• . of a Mei^er library, whielil'is likely to ha^re a number of 

receiving catalogs, such a^ public catalog, official catalog, 
*• or shelf list within its system. To secure f-rom the Membershxp 

information about catalog jbards td , be produced for each 
' catalog, qpLC' has devised/a Catalog Profile Quest^ionnaire . 

.A separate- Catalog P^f-ofile Questionnaire must be completed 

■ for'each receiving ^cataloi, since types of cards will'vary^ _ 
^for each catalog. Cataloi cards produced for, any one receiv.mg 

'catalQg are called a pack^ When a Member library hafe more 
, ,than one .receiving catalog, the entries produced for. all of 

■ 'its r^ce'iving catalogs, ar^ referred to as complete packs. 

'.-*'•/ - * • 

Types of Entries . / _ ^ ' 

Catalog card's lompr/ising a pack can be nine different 
types. They are: /. ' . • 

Main Entry to i)e. Arranged' by Call Number (SheTf List). 
■ Main Entfy ^ * , ' ' . 



r / 



Topical Subject Entry 
Name as Subject Entry * ' 
v^^eog-raphic Subject Entry . r 



Personal or Corporate Adde^ Entry 
Title Added Entry' . 



ft* , 



Author-Type , Series Added Entry^ * 



Title-Type Series Added Entry . . 

Some libraries maintain ^special ^catalog files f^r ^ 
books -^having certain charactetristics, ' sucK^as a provenance 
catalog for books bearing -marks of previou^ owri^rship^ 
The Catalog Production System,poss€feses,'th^ capability of ' 
pr6\3ucing "extra cards *^~^or .s^ch special fileS- Those 
Meift)ers ^maintaining special catalogs* should inquird of' 
OCLC fpr the procedur.^ to employ for ;?feque$ting an efectra 
card cards . - . - * 

Completing the Catalog ProfiS^e Questionnaire t v 

A Catalog Profile Quejstionnai-re should be filled ou,t ^ 
for each^ catalog - for each systematically arranged group •'^ 
of cards* listing contents of -a J^ibrary 6v collection. 
If a public catalog has been divided into two- systetotic 
listings^ one by author and ^itle. and the other by / 

subject J a questionnaire should be filled out for each. 

_ - * ^ ^ * _- \ . 

Only collections that possess the^ own catalogs " 
should be despmbed on quest ionn'aires. ""^ter example, a 
reference collection recorded in a separat^^^^^og should 
^be^eported on questionnaires! However,* a reference jO 
collection listed only in a general catalog and designated, 
by a stamp such as "Ref" over call. numbers should not have' 
a questionnaire • In tWls case, the sttop should be i?y^luded 
on the blue or yellow punch card >fbom which complete packs 
will bfe produced, ^ ^ ' 

There dre two parts to. the Catalog Profile Questionnaire 
The first part corjtains three questions, . the^ firs/t of which 
asks for th^name of the '^holding library bv collection". 
The holding library is the library in which the- book is to 
be shelved, regardless 6f where it Lb to be processed or the* 
Ipcation of catalogs* into which cards are tp go. * For example 
a bbokSnay be shelved in a chemistry library, 'although 
processed in the, central library j and represented by cards 
in a catalog in the chemistry library., ahd- in the public '-^ 
catalog ana shelf^list of the central library. The second ' 
question rejjuests a Member library to designate the' receiving 
catalog to which the questionnaire is^ referring. Thd third * 
question asks for the stamp to appear' over* call numbers on \ 
cards* in catalogs that are not looated in the holding library 



' The sec^nd^art of tKe, form consists of a table 
whi<?h should pe completed according to ^ the character- 
isti^cs desired* for* each of Viine^^ypes of entries^ that 



may be included in 



found .in the left ^ide of Figure 1, Across tlr\e top of 



the table 'are five 
xypes -,of entries. 
Figure* 1: HoLdings 



a pack. , The types of entries are 



variable ^components assor ted with 
They are^froiji left to righX on . 
^ _ Information, Trapings, Subject . 
Headings Posxti^onJ Indention of Headings at .Top of' Cards , 
Capitalization oT Headings at, Top pf Cards ^ Thele 
* componenlG^ Ghould be de'fined for types* of entries- to be 
in a pack;, ^ ^ ^ % - • * ^ * 

« ~ 

♦Some liljraries recdr^ holdings information' on 
only shelf list cards or. main entries, while others list > 
' holdings <|n all cards.* Checks in the "Yes" and "No" 
columns *under *^*Holdings Informatipn" Vill yield the 
formula that each Member wishes to apply. If tracings 
are ^des'ired. at' the bottom of cards,' check "Yes".*Jf no 
tracings are needed, mark "No". Subject headings can be 
positioned at either the top or the bOwttom of the cards. 
Ji check should go into one ^of the Xwo positions desired. 

The fourth variable contains *information concerning 
indetntion of the headii%. The* first line of the heading* 
at the top of a card may begin at one of four placesf ' 
left edge of the card,' first indention , second indention, 
third indention. Mark the box indicating the preferred 
indent ign for each type of added snt^y in a pack. "Seqond 
and third lines of a heading will a^lways b^gin at third 
indention.^ The last variable refers to. capitalization 
used in headings at the top of cards; the Member can have 
*^ heading either in all capitals or in a .combination, of , 
initial capital and lower-case iiitters. 

\. . - • - • 

After receiving a completed jrquestioilnaire from each 
Member, OCIiC will devise a unique, three-symbol code for 
>aOh holding* library or collectioil. •*'These three-symbol 
codejLS will' be used by the Member whenever "Local Locatioit" 
is re^ue3te<i on punch cards, A list of these tliree-symbol 
codes will be sent to each Member library. . < ^ 
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In the case of a library tKat does not' use* Uibrar^y 
^ of to.ngrasSvCiall numbers, it would be appropriate , to 
requeslf. a unl't card from OCLC'at trhe time the book , , 
was orc^ered, ^prbviding that the LC card number began 
' with a "7"l- If the LC card number cloes"^ not have an 
initial f7", the book would be pi-^oces^d according' - 
to ^he ^library^s present cataloging i)rocedures. ^' 

Permanent 'Records at OHLC / ' ' 

J 

Information received on punch cards* from llembers/ 

\ will be stored in the. OCLC master file,'- A record wiJ.1. 

* be kept py^ Jiolding li.brary of each, 'book cataloged^ 
these records to include the additions or ^^changes 

^requested by a Member. - Therefore^ '^libf*aries need tc 
report an addition or change. ^to O^lLC only 6nce. 

^ Four Requisition Procedures , * , 

A§ "iMffr^oned above, there are four basic call 
number sjptems, each leaving different request proc>iMures. 
.* As eachCof these procedures i^ explained, certain options 
will be discussed. ^These op^^dons 'permit each ^ember 
* to alter the cataloging and c^ll number to satisfy its 
' ,own requirejnen'*ts , _ /\ 

On unit ^rds , as depicted iji i^igure LC call 
numbers or Dewey class w&nbers are ^located in a 
. ' 22-poaition area on the. bottom-TtTLi^ that is called the 
"user's option area" ..^^ library may- insert information 
in' this^ space on caVds^ iTn catalog ypa<;ks* For^ example, 
an accession^ numbar could be *plac«d in the user option 
^ . ar^ • , :/ 

- , For each set of' procedures th^re is-^^^ corresponding 
fjowehart CFigures 2, 3, 5,. 6). Thesd^f lowchairE^-^^m^esent 
the various options available" to a Member when requesti^ig^ ^ ' 

• qatajog cards in accordance with one of the four basic ^^-^ 
procedures . . ^ - ^ , 

Users of.LC Call Number (Fig* 2) 

t ^^*These\Hembers v;iil request catalog cards^^hifc^ompiet^^g 
• vW(e blue punch card, which requests production of complete 
packs. There are four options in making this type of request 



I 
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^ Case. 1. If th^re are no ihodif ica'tlons to be 
made to descriptive cataloging an^ no holdings to 
recordists a note, theti the Member library would 
send anly ithe blue card- to OCLC. ^Holdings information 
to be part of the. call number -should be written in 
the box ir\ the lower, right-hand corner of the blue- 
card (Fig. 8); . . ^ , , 

Case 2 . If thre^ /library doe's want .to "make 
modifications to the iLC data or to insert informa- 
:J:ion into the user ^s/qptxoi> area, the librarian w6uld 
u^e the brqwn card with? the blue card. 

^ ' Case 3. When a MembeV- wishes- to record a ^ 
holdings statement aa a note instead of with the 
call number,, the Member would fill, out the orange 
card 'as' y/elx as the blue card, * > 

•Case 4, Finally, there may be times when a 
Member library -wants to make modifications and report 
holdings as notes. When both are desired, the % ^ 
■ libi?ar^4^n will complete the brown /c^rd and the orange 
card asNwell as the blue card* 

Us4^s\of LC call numbers that employ the alternate 
c las s_i«lmb4r supplied by LC^ for- literature .can obtain 
the -alternate class number by filling out a green/card 
, labeled "LITERATURE" (Fig. iO). * f 
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O sei^s 'of LC Class irutfb'er- (fig .'-'3) .■ . . ■ 

Member librar^ies i^j^^ing .the LC class nviirfoer but^^ . ' 
not book number wi^.1 as^k* -f-Cr clatalog cdrds by compl^t^lng 
a green; punchy card' an'fl ^Qrw'ardihg to OCLC»/ The 
green card requests OCLC'to SBnd a, idnit dard. (-Fig. ^) 
•to the Member. - The •green^ car.d. labeled' "LITERATOREJ'* \ *^*"' 

^ should be used to obtain thfe LC alternate literatur^^ 
'class number/ Afii'er a C4ll »i:iuhiber has been .constructed 
. f or trti book^ the library yiay order complete paCks^ . 
4oing si by fil^ling out-the^iyellov pftanch card with th^ . 

* desired call number, i.e. LC class'tiumber- plus Iqc^I 
book 'number. A Member library retjuis it ion^ng^ complete 

. packs with the yedlow card.has four alternatives^ 

Sase . If th.eVe are no modifications and no 
holdings as notes, tKe library will send only^ ^he ' ^ ' 
yellow patrd to OCLC (Fig. 12 arid 13). - \ 

\c5ase* 2;, If- the library wishes to make modifications^ 
to- the LC": descriptive cataloging or to insert irifor^mation 
iato the user's, option area, the librarian will ea^iploy^ 
thfe bi^OT/n card with the yellow card. 



Case 3. If a Meiriirer ^wants to record .hcrldin^s 
.irr a no-te, *i:he librarian will us^ an orange punch card 
with the yellow, punch card. - / " ' / . - 



• ^ Case A library can send hoth. modifdcations 
and* ^Qldifig^ notes^ to OCJL*C at* the same time. Ih this 
-caae, the'bi^own c&a?d piuS' the .orange .card* woulcjf be 
used in : conjunction' vi**"h the yellow^ card. . / ^ 
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Precoriference Institute- on Librar.y*^ 
' Automation-^ San fnancfisco, 1967(^» 
Library automation: \ sfate of the; 
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Dewey Users (Fig* 5) ^ * ^ ' , . x 

\ " ^ . ^ ^ ^ ; , " - 1' \- 

^ Members of OCLC using the Dewey class number 
follow the ^ame request procedures as do libraries 
' employing the LC class riumber witll one exception,. 

Dewey/us^rs reqyest a unit card by sending a completed ' 
red 'punch car^d to OCLC« ' > • ' 

• - , • - • ^ 

^ To obtain, complete packs a Meinber w^ill fill otit ^ 

JtJ^e.^^lbw punch card and* exercise one of ^ the following 
options. ^ ' * ^ . 

- .Case 1." When there are no modifications and no 
, holdings , note to' be f^eported^ the Ij^brary will send 
only the 'y^llow*^ card. 

Case 2. V/hen a Member needs modifications or' 
wishes to insert .information in the user^s option 
' area J the ^librarian completes a brown punch card 
and alends It 'to OCLC with the yellow card, 

. X 7 — * . / \ ^ ' ; . . . 

^^Ca^e 3.. To add a hplciiings note^ .an orange card^ 
should' Tie ,se'nt * with '^thQ V^l^ow c^rd. \ 

Case, 4.* llo.difications ^^^rnd holdings notes can ' ^ 
■ be produced by complying 'a 'b^bwiv card and orange^, 
card^ ljf>X\i to be sent to OCLC vrith^^a com^p^ted^ ♦ 
yellow /card. • ' ^' • " \ ' * 
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Fig. 5. Library Using Dewey Class Number. 




Users of Local Call Numbers ( Fig . 6 ) • ' . 

Mejnbers.^whot utilize their own local call numbers 
either for a. special collection or for the entire 
collection may request catalog cards by filling out 

' the yellow cat*d with the call number. One of four 

* alternati^s may be exercised. 

Case 1.^. 'The yellow card will be used to obtain^ 
cards bearing a 'local ^call number plus lioldings. (Fig* 12). 

'Case. 2. ^ If a modification qr placement of data 
in the user*s option area is desired, the libraf*ian 
should send a brown card with the yellow card. 

Case 3. To record a holdings note, the librarian 
would send an orange card with the yellow card. 

• Case Modifications and holdings notes may 
be reported simultaneously by completing both the 
brown c^rd and the orange card, and sending them to 
OCLC with the yellow oslx:^ ' \ -K-^ 
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catalog to which the questionnaire is^ referring. Thd third * 
question asks for the stamp to appear over* call numbers on \ 
cards* in catalogs that are not located in the holding library.* 
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Modif ic:itior.3 and Multiple Hal.ji'nr.s Notes , •- , 

* 

The brovm card and orange card do 'no-t request catalog 
cards fron-. OCLC. These two t'unch cards only rec^est , 
OGLC to alter the .n^.achine readable cataloging rectfrd 
.for card production to be achieved by a blue or ^yellow 
card. ■ Bccai>3e' V^stdnces may- occur ' in which a ^library 
wisheD to r-ecord modif ica4: ions or holdings to the*., 
machine r'tsadable record without Cards being produccdv ^ 
a Member may send either the 'brown card qr the oranj^^-s- 
card to*t)CLC without a card requesting card production. 
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SECTION III.' DESCRIPTION OF PRECOD» PUNCH CARDS 

This" section of the Manual explains ;the function 
of seven preceded punch cards used in' the Catalog 
Production System. E^ch punch card has a unique 
function, and except for the green "LITERATUJ^" .cafd , 
each is a different color. A detailed- exFlanation of 
the- proper metiiod to use in completing each punch card -j 
is also given. Figures 7 through 15 contain repro^ti^tions 
of the puaph cards." Imtial activation will not be ' 
full -act p. vat idn. Therefore,, the Manual does not descrtibe 
usage of some card boxes that will be utilized at a latere ^ 
date. ' - 
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MARC records corresponding t 
green, and red cards vrill be soug 
base weekly' for si>c weeks; and Yf 
request card will be returned to\ 
libraries customarily arrange boo 
main entry^ the first significant 
should_be written in the box at t 
pf/each blue, green, and red- card 
will be possible for a library to 
for which a^^IARC record is aDsent 

Blu e Punch Card (Fig. 7). 

' The bluc^card is. used to request complel^e packs of 
catalog cards' with the LC qall number. To compl-eTe this 
punch card, one should type or 'print the LC card number 
in fhe boxf in the middle of the blue card. 



o (Sard numbers on blue, 
ht in the MARC data 

not found, the original 
the Member. Since 

awaiting processing by 
word of the main entry 
he top, right-hand ^nd 
submitted. Thereby, it 
'Jqc^t^ readily a book- 
ih''the data h^e. 
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^ . J^-^'These\MeTnbert3 will request catalog cards^j^hjt^omplet^^g 
. v**^e blue punch card, which requests production of complete 
packs. There -are four options in making this type of request, 



- 20 - 



G 



a SINOU main ««itffy cord^ 



A Uott 



Type or priM IC CAtP NUMBtK In mi boK 



10- (^0 13 



t 2 I « s • 7# iiiiittOHi><oiiti<»2Mi»a»?>«aM»g»><ttii»»»#«««<<«<t^#«tf«g»y«»»Maiti«ttttt4<t>tytt« 



Fig. 9. Green Card. 



Um fhit GMECN CAltO to rvquttt 
o SlNOtf iM4n •ntfy cord ' 
wHH iC coN iHimbtr^ 




1 



Tyo» Of prwt IC CAKD NW^ICt M tHi» box 




LJ 




'rig. 10. Green "Literature" Card, 



0 





13 » n n n « ?i N 



4* ' 



I 



- 21 - 



^^.f^* U» tlw i<«0' CAtD to rtqtml 
^ SINGLE firaih •ntry cord 



%viHi the DCWEY <lou nuiiib«r 



i3d S 



5G 



Typ< Of prmt iC CA8D WMSgR ift fhH bo< 



V 



Wiiw (Mrtry 



- % 
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The LC card number should be placed in the box, 
to, the right and the local c^H number, exactly as 
it is to appear on the catalog card, should be 
placed, left-justified, in the larger box to the 
left (Fig. 12). Since each call -number line will 
accommodate up to eight characters, no more than 
eight characters including decimal points. and blank 
spaces should be arranged on one line*, .// a listings 
of' holdings with the call number i^ dfesired when 
re^questing catalog production with the yellow card, ■ 
the Member should put the information the larger 
box directly Helow the l*ocal call number. Figure IJ 
illustrates tl:iis technique. 
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Brown Punch Card . (Fig, l^) > 

A -Member- library requests modifications to LC 
descriptive cataloging or insertion of information 
into the user's option area" . on the bottom lone of ^ 
,a catalog card, "using a' brcwn ^punch card. In the * 
uWr-rirht cornef> of the card is a box with-in which 
the LC card number should be typed or printed, as 
in Figure IM . Immediately below the^LC card number 
there is ^ longer box for the -modification. The 
change to the descriptive cataloging should be typed 
or printed in this box exactly as it is to appear 
on the catalog cards. Only one line of ^^xt to be 
on a catalog card should be placed xn the modification 
box of any brown card. If the modification requires 
more than o;ie line to complete, then ^^o, three, or 
more additional brown q&rds should be used. Similarly, 
it there are a number of different- modifications, for 
one book,.tfien each modifipation shovlld be reported 
on a separate brown card. 

Directly beneath the- moaif icatron IJox is a box 
labeled^ ^^Tag"; The tag is a three-digit number used 
to designate the catalog element to be modified 
(See Subscriber's Guide to the MARC Distnbutixtn 
Service, pp. 41-B7). This tag number can be selected- 
from "Table 1. * ^ 
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Fig. 14/ Brown Card. 
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Main Entry 
10 0 Personal Name 

110 Corporate Name * ' 

111 Con^e?»ence ot Meeting • 
13 0 Uniform Title Heading 

C 

Supplied Titles 

2 4 0 Uniform Title , — ^ 
2 H X^omanized' title 
2 4 2 Translated Title' 

Title Paragraph 

2 4 5 Title • . ^ ' ' 

2 5 0 Edition Statement . ? 

2 6^ 0 Imprint 

Col latio n 

TT) T^bTlatibn 

3 5 0 Bibliographic Price ' 

3 G 0 Converted Price 

Series Notes 

ir 0 0 /Personal Name - Title (Traced 
' Same) - 

, ^ 1 0 Corporate Name Title (Traced 
^ *Same) " 

4 11 Conference-Title (Traced Same) 
4 4 0- Title '(Traced Same) 

4 9 0 Series Unt^aced or Traced 

differently 

V 

Bibliographic Notes " * ' ' " 

5 0 0 General Notes 

5 0 1 ''Boun4 With" Note 
5 0 2 Dissertation Note * 
5 0 3 Bibliographic Hist^oisiy. Note 
5 0 '4* Bibliography Note 
5 0 5 Cin^tents Note (Formatted)'- 
*5 -0 ^6 "Limited Use" Note- 
5, 2 0 Abstract or Annotation 



Subject Added Entries 

6 Q Q Personal Name 

6 1 0/Corporate Name (excluding 

political jurisdiction alone) 
6 11 Conference or Meeting 
6 3 0 Uniform Title Heading 

A 

LC Subject Headings 
6 5 0 Topical ^ 
6 5 1 Geographic Names 
6 5 2 Political' Jurisdictions Alone 
/or-with Subject Sulj^iivisions 

Other Subject' Jfeadings 
6 6 0 NLM Subject Hebdings CMESH) 
,6 7 0 NAL Si^ject Headings 
6 9 Q Loca^ Subject Heading Systems 

Other Added Entries 

r 

7 
7 
7 
7 



0 Q Eersonal Name . 

1 0 Corporate Name " ^ , , 
1 1 Conference or Meeting ^ [ 

3 0, Uniform Title Heading 

4 0 Title Traced Differently 

5 0 Name Not Capable of Authorship 



Series Added Eh}:ries 

8 Q 0,Personal Name-Title 

8 10 Corporate Name-Title 

8 11 Conference or Meeting-Title 
t 4 0 Title 

OCLC Tags * 

9 5.0 *User*s option area 



Tabl^ I. Vc^riable Field Tags. 



Fig. Unit Cards 
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F6r exaifiple, . the modification given in Figure 14- 
identifies the book as the author' s annotated copy, 
which is a general note and bears the tag "500"., 
In the lower-right. corner of the brown card are 
three separate boxes^ labeled "Add" , "Delete" , and 
"Replace" . 'Norma^^y, only one of the three boxes 
would be checl^f^^T^ However, the, only modificarion 
to LC cataloaf^g that can be made at , initiation of 
the Catalo^J^ro^uction System is "Add". 

Finally, there is a short phrase found in 
lower-middle section of the 'brown card that reads, 

"Brown card no. of " . The Member ' 

library will ^complete, this statement according to 
the number of brown cards used and in the order th<jse 
cards are to be processed. For example, if four^ 
brown cards were necessary to modify the cataloging, 
the -prases on the *pumch cards would be completed 
as> follows: ' • 



"§rowQ card no, ^ of 
"Brown card no, '2 of 4" 



■- First Card . 

•-, Second Card 

"Brown ca»d no. 3 of 4" Third Card 

"Brown card no. H of H" — ^ Fourth Card 

Thfe four^'brown cards would .then be ^processed by OCLC in 
the numerical drder designated by the Member. 

Orange Punch Card (Fig. ^15). 

"* ' 

The function of the orange card is similar to that 
of the brown, card i the orange card' enables a& library to 
record holdings a^ a note in the OCLC master file* 
The LC card number should be, placed in. the box found in 
the upper-rif^ht ^corner of th^ orange card. The holdings 
statemenH:, exactly as it is to appear in the note on 
the catalog cards, should be typed or printed in the 
longer box in the middle of the punch card; Holdings , 
should be listed positively in the for;n "Library has 
vl 2cop; v2; v4 2Qop".^ 
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The orange card has a brief statement in the 
lower-right corner which- reads, "Orange card no. 

of Because only one line may be* typed in 

the holdings box, and because only one holdings state- 
meat may be' placed on a^sxngle orange card, more than - 
one orange card may be needed to^^catalog a'booic 
sa1;isfactorily • If for example there were fbur 
different holdings statements for a book, then it 
would be necessary to use four orange cards.. ' The first 
of the four cards would be completed like that in 
Figure/is — *- "Orange card no\ 1 of V*. The remaining 
three/punch cards would be compTet'ed as follows according 
to the desired order of processing: 

"Orange card no. 2^ of ^" — Secoijd Card 

"Orange card no. 3 of Third Card 

* -^"Orange card no. k of 4"' Fourth Card 
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. Fig, 15. Orange Card. 
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Car<l stock 

Ny'mbor of lines per card 
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UCDJ print train 
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\* 
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, card 
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7. Title paragraph ■* 
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9» Series statement ' . 
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12. Bottom line 
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^^13. Extension cards 
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1. Comparison df cataloging costs 
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Vs. Modif o^cations and holdings notes 

0 . 

D. Description of pr^coded punch cards 
H 1 . Introductiofv/ 

^ a. card number 

b. Cycling schedule 

c. Temporary shelf placement box" 

d. Mailing procedures. 
2; Blue punch cards 
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Member shouJa put tne xnxQrmaLxuu wi^i^ 

directly below the local call numBer. Figure 12 illustrates 
this technique, * * 
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Heading placement 
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Extension cards 
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Variable field tags ' ^ 
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MANUAL fOR OCLC CATALOG CnRD PRODUCTjipN 

INTRODlJCTION ' ' . 

I. B*::kgrounaofOCLC - . ' • " .'^ ^ 

^ • 
Oliio^s academic libraries have l^een interested in 
co-operative enterprises since- the 6arly fifties. Tho 
period leading to trie formation of the Ohio College- 
Library Center began in late 1962 when Wyman Parker, 
Librarian of Wesleyan College in Middletown , .Connect Trut , 
W£is appointed by the Ohio.Coirege Association to rtudv 
and report on the practicality of an, extensive prograin 
of inter-academic library^ cooperation . The Parker report, 
entitled' The Possibility 'of/Extensive Academic Library 
Cooperation in jQhio: a SutWey j w^s issued in April/ 1963 
-after being presented to th^ Executive Board of the Ohio 
College As,sbciation an 'Marc h\ 28, 1963. Xhe n^ain recom- 
mendations 6f the repof^t were^-the establishment of a 
bibliographical Center to facilitate inter-library lend- 
ing among Ohia libraries and' cooperative purchase of 
microprint by the Center • 

i_«k_^ . 1 * ' 

Fox" the next three years the Committee of Librarians, 
of the Oliio College Association was particularly concerned 
with implementing some of the Parker recommendations* The 
principal project developed was for^ a union catalog of 
holdings of Ohio college libraries. Three corpowrtions 
(later four) were asked to submit proposals for the pro- 
ject an-i the Committee gave serious considera-feion to two 
of them, one for the construction of a unioy catalog 
using microform technology and the other usmg s central 
computer store. -Since the Committee membepS qould not 
• unanimously decide in favor of one or the o^her of *he 
. proposals, the Committee decided on July rS*, 1965 that 
the alternative proposals for c Library Center and auto- 
mated/union catalog should be critically examined by a^ 
team of library consultants with exten^i\^ e^erience in 
data processing. Dr. Ralph Parker, Director of Libraries, 
'University of Missouri, angl Mr^. Frederick G. Kilgour, 
Associate Librarian for Research and Development,^ YaJo 
University were invited to serve as consultants and 
agreed. 




^ In their report, v;hich was endorsed, by the Committee 
of\iM-arianG at it:^ meeting of March 11, 1965, the con- 
sultants rejected ftotli proposals and proposed thei'r own, 
Thoy'^did thin 6n the p,rounds that the commercial proposals 
were ^concerned only v/it^i m<^chanizing present' library pro-, 
ccdures and that sucli an approach could not be justified 
at a time vhr>n it wan poj:;nible to organize a regional 

roup 'of lil'tMPM-r. iut- ^nto total information system using , 
comput-^^r:; ^md thenar associated Equipment. Moreover, they 
felt that the classitjal union catalog has been an expensive 
and relativpiv ine^lficient tool fDr' facilitating the 
flow of b ibl ioj^raphic information iij a library -network • ^ 
Th.-y I l»j^r'''ft«r»^ 'zw^xf^^.trri ontablishment of a cooporativ*^ 
computt^ri:^ed res^or^^l network in«which most, if not all, 
Ohio conog'" liliraisAos would participate. Such a central 
;compuLuri^ed Miet*;ork would^ have many fupctions, of which 
1^ union catalog would be .otie . .The first go^ of such a 
^system was to be thd establisbiHent^ of an effective 
shared cataloging program based on a central computer 
store -containing a catalog of the current holdings of 
Ohio college librax^ies. As a by-product, the central 
store would supply union catalog information on these ^ 
current fialdings. The heart of Such a system was to be 
an Ohio College Library Center (OCLC) to plan, design, • ; 
activate, and operate the Ohio academic libraries regional 
information syp1fi|em. ^ , 

OCLC was incorporated as a non-profit, corporation 
on July 6, 1967. Its purposes, as -stated in ^tire^ Articles 
of Incorporation are: 

'*to establish, maintain and operate a computerised 
regional library center to serve the academic 
libraries of Ohio, (both state and private) and 
designed So as to become a part of any natioiTi^JL 
electronic network for bibliographical communifca- 
.H:ion; to develop, maintain and ^operate a shared 
* cataloging program baaed upon a central computer 

store; to create,, maintain, and operate ^ 
. computerized central catalog ( inventory ) of books 
, ^ and journals in the participating libraries ^ 'and 

la do :\uc\i j>o.,.t_Mr(,:h and' development related to / 
' tiro ahovr .i.'yiir*!' nncoaaary to accomplish and / 
to oxttMidJli-^ rnncM-pt", 

in short, to hiOn ^y.n and make more efficient use of thq ^ c 
bibliographix^al roaourecs 9f the state's academic libraries. 
After consideration of some eleven candidates for the 
position of Director, 'Mi^. - Fr^ederick 6. Kilgour, one of 
the consultant-, was appointed to this post and he began 
work in September, 1967.' ' " * 
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rereads' Which constitute the OCL.C maste^ file, present 
MARC Uncovers English language monographs cataloged by l,C 
sxnce the beginning of 1969, All 1969- cards and cards in 
the "7** series are available. Some books with LC card 
numbers beginning with '^68"^ or less are in the MARC II file 
because LC is cataloging •'books who^e^ LC card numbers were 
assigned t<xthe books prior to publication. LC has begun 
Work on Project RHCOM v;hone purpose is, to convert retro- 
spective cataloging data^ to .machine-readable form. By 
August, 1971, it hopes to complete the conversion of cards 
for 'English language monographs cataloged in 1968. The 
RKCON Troject will also contain a 5,000 titl-e sample of 
o]dor Knglinh lanRuaf^e monographs and foregln language mate- 
rial in the Roman alphabet. Therefore, during the first 
year oi OCLC's on-line operation there will be an average 
of four yearn of MARC data available to Members, 1968-1971. 
Data on hand indicates that a very high percentage of the 
acquisitions of Member libraries is published in the pre- 
viqus four years. 

When the on-line system becomes operational in Summer, 
1971, the data base will be enlarged to contain cataloging 
information contributed by Member libraries l In the on-line 
.system a Member library that is unable to find a cataloging 
record for a particular title in. the data base will do the 
original cataloging. This data will theri be available to 
other Members which wisl\ to catalog, the sajne title. In 
addition,' several Members are working on the conversion of 
their retrospective holdings, and these records will also 
be added to the data base.^ 

IV . Definitions of terms 

Since a nilhiber specialized terms are used throughout 
this manual, definitions -of the most commonly used terms are 
given here in the Introduction for ease of reference. 

Added Entry ; A secondary non- subject entry r v.sed for joint 

authors editors , 'titles series, etc. ' . 

t 

nr oppofl lip^if ling: A hpading placed at the bottom of a catalog 
^.Tra-Ho nprfMVy Wm* p,uido card behind' which that p.irtioular , 
catalog card ,1s to be filed. ^ • 
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ntry : A record of a bibliographical -entity xn a catalog or 
Tit; any approach through Which £i work can be located in a 
catalog . . 

Heading: The name, word, or phrase placed on a catalog record 
to provide a point of access to .that record in the catalog. 



) 



in 



i 

I 



the catalog cards, should be typed or printed xn tne 
longer box in the middle of the punch cardi. Hgldingj 
should be listed positively in the form "Library has 
vl 2cop; v2; vU 2cop*' ^ 
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Idi^^ I'/rrirv: The library in which a book i$ to be shelved, 

it is rrocressed or the location of catalogs 
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into which carda for that book are to be filed. By extension, 
a holding library can: be any logical collect ion whicji requires 
some rort of npecial treatment, e>g* , fiction, religious 
mater;ial , etc . , - . 

^i.olJiru:'> : The volumr3 , paVt^^Or copies of a work in the 
poni;os ^ion of a library; the s*tatement describing nuch volumos, 
parts, or copies. Partial holdings are incomplete subsets of 
what is described in the catalog record. Multiple holdings 
are complete sets, even if in only one 9opy, of what i do- 
scribed in the catalog record,^ Both types- are dct^rmin^ d nn 
the Holding library level. Thus, if a Member library containa 
one complete copy of ,a multi-volume work with the volumor, din-- 
tributed among two or more Holding libraries, each Holding 
library has partial holdings.- If one Holding library has all 
the-voluiTies that the- Member' possesses of a multi-volume work, 
but such volumes are only a part, of the set described in the 
'^cataldg record, thjjB is another example of partial holdings. 
Open-entry reuui'Ssare treated as partial holdings. 

Indention : The posi-fcion yCff>rt:he first character in a line in 
relation to the left^dg^ of\a card. OCLC produced cards use 
four indentions: - ^ * ^ 

1. Left edge of card: This indention may be used 
^or. all or some Tines of headings. 

2* First indention: The card column where the first 
line of the mein entry begins. First indention 
is also used for. the second and subsequent lines 
of the title paragraph, collation, notes, and 
tracings paragraph; it may also be used for all 
^ or some , lines of a heading* The exact location 
of first indention is determined by each Member*^ 
library. 

3. Second indention: The card column used for the 
first line of the title paragraph, and of the 
collation, notes, and tracings paragraphs. When . 
the mai|gNntry is a title, the second and vax^^ 
ceeding lines of the title paragraph bu^in a\ 
second indention. ' Second indention may also be 
used for all or some lines of a heading. *J'ho 
exact location of second indention is determined 
by each Member library. 

4. Third indention: The card column used. for the 
second and' subsequent lines of name main entries. 
Third indention may also be used for all or' some 
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lines of a heading.^ The exact location of third 
indention is determined by ^ch Member library. 

Locat£6n: The place where a work is shelved. This place can 
be /the name of a Holding library or of a special collection 

fthin^such a library^ The contents of such a collection can 
)e deterrtiined by . use ^ 
etc.. 



e.g. ^ Ref . , by size, e.g. ^ Quarto shelf; 



Main entry : 
entry . ' 



The principal entry used,, usually an author 



rder that #v j 
list paokL./ J 1 
er receiv;-*^ 
ical sort. 



Pack: A group ot finished cards arranged in filing order that 
is destined iox* a specific receiving catalog. Shelf- 
are arranged in call number order while packs for other 
ing catalogs are in alphabet:ical order-. The alphabet 
is on the first fifty-five characters of the. first field and 
the^ first "thirty characters of the second field, including 
blanks but not punctuation. When the first field is a main 
entry, the title is the second field. When the first field is 
a subject or added entry heading, t;tie main entry is the second 
field. !iembers will soon be given the option of having this 
sub-sort be done on the title ratKer than on the main entry. 
Most common abbreviations, such as Dr. (Doctor), nr. (Mister), 
and S (and^) are filed as if spelled out. The sort field will 
contain the expanded form of woi»4s although they will be 
printed in their abbreviated form. 

At present the sort key is unable to distinguish between 
names ^as authors and names as subjiects so that a cax-'d with a 
name as main or added entry will ,no1i necessarily come before 
a card with that same name as subject. 

Production of catalog cards : The creation of finished cards 
for a specific receiving catalog in a specific holding library 
from a generalized record, as opposed to reproduction which is 
the making of duplicate copies of only the basic unit carxl. via 
a copying or printing process* In OCIIC^s production system, 
cards are produced in packs conforming to the individual re- 
quir'emenl^ of each respective Member and its various receiving 
catalogs . . ^ . 

Rocoivi/tg (M talrip: A systematically arranged group of carnl ; 
such as a ^1^*^11 list or dictionary catalog , listing the con- 
tents of a iilnvii'V or collection,.. If a public catalog huu 
been divided into two systematic listingr, , e.g. , one by aullior 
and title and the other by subject, it is considered to be 
two receiving catalogs. The existence of a separate filing 
sequence is v;hat determines the existence of a receiving 
catalog,' not physical location. Two sequences filed in the 
same drawer would be considered two receiving catalogs. 
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: \ r>?cx'>niary entry made to provide access to 
:i .:ord^ describing the concepts with which it 



rc : ^-rd of all ^subject and added entry headings 
a work is^ represented in a cajalog* 



n\ '" - I inr : .Xf, ii:od by'OCI.C, this is a proc^iedure that accu- 
^^Ltter: i :j;roup'of records, submits them to a computr^r o:: a 
batch to be processed as a single job, and later also f^ets 
the output as a batch. There is no interaction between The 
coMputer and the individual user. ^ 

On-line : A iHethod of computer operation inf which each mr^ord 
ic presented .directly by the individual user to the computet* 
and immediately processed. This mode of operation permits 
immediate inter-active communication between the -computer 
and the user. ^ 
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V. Procjedures to be followed in case of error 

It sometimes happens that incor^Sect catalog cards are 
received by Member libraries ♦ If thi^occurrence happens 
because a wrong hC card number was obtained from' the book 
or from some other standard source such'as NUC, proof slips, 
ABPR, etc. (this happens with less than one percent of MARC 
Records), the Member should return the incorrect cards to 
OCLC'for credit. * Since the Library of Congress . does not,^ 
at this time, include ref^erances from .incorrect card numbers 
to correct ohes on the Hf^C tapes, Members will be unable to 
get catalog cards from OcLc unt'il.they have learned from some 
source what the true nunibfer is. Once they have done so, 
another colored pre-punciied card with "tfie correct card number 
should be submitted. Faft II of this manual contains the 
procedures to. be followed in requesting cards. 

- If ' a Member suspects that an error resulted from some 
action .of OCLC, it should - notify the Center so that the source 
of J:he error can be corrected. The cards in question or a 
Xeroxed copy of them should be returned 'to the Center along- 
v;ith the notification and any other relevant maturidl Mich a:; 
a facsimile of the title^-paf^. of the work concemicd. Thu 
Menb^r should then re-submit its request on new colorod prc?- 
punched cards to receive correct cards. Erroneous cards must 
be returned to OCLC if .the Membo^r wishes to receive credit 
for them- 
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VI . Bibliographical history of this manual 

This manual revises and expands the information in two 
previous manuals issued by the Ohio College Library Center, 
the Preliminary >Dcr./:riptiQn of Catalog Cards Producepi from 
MARC II Data , Jt. iMicd xn September 1969, and the Instruction 
Manual for Catalog Production', issued in February 1970. The 
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by the Center. 



ui-on material in various memoranda isr.ued 



Part T c»f tliis maaual is a detailed description of the 
catalog cardo produced. While subject to continuing rcvit^iun 
to better salisiy user njseds, it describes the output that 
will be availabltj li»um the on-line system which will be im- 
plemented in Summer, 1971 as well as from the present off- 
line system. Part II, which describes the procedures for 
requesting catalog cards, is applicable to the off-line 
system only. 
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Part. I. CATALOG CARD PRODUCTION: OUTPUT OF SYSTEM 
A. PhyGical description of cards 

The catalog cards used byOCLC are standard 75 mm-by-125 
mm size arid are 'on Permalife card stock. An acid free card 
stock, Pnrmalifp has a life expectancy of more than 300 years 
and confor^mr. iihn U3A Standard for Permanent and Durable 
Catalog rards . 1-1969 ) . The cards are medium-weight and- 

cream white in colof'. 

Catiloc rards may be considered a matrix in which lines, . 
whothor print' d or *Mahk, are rows, and the number of chrirac^er 
positions av^ilabre qn each line constitutes columns. OCLC 
cards contai/n 17 rows and 48 columns." The print characters 
tliat fit oil /this- matrix are pica, size (10 characters per inch) 
Since catalog cards are 4.92 finches wide, this allows for 49 
columns, of which^ 48 are utiiizeji* 

Plans 'are being made to use characters of a smaller point 
size. This will allow up to 23 rows or lines to fit on a card, 
thus neces^irtating fewer extension cards ♦ Line length will 
not be^ affected by this change so card lines will continue to 
contain 48' characters. 

The print train used to print catalog cards was created 
by the University of Chicago and modified by OCLC. It con- 
tains upper- and lower-case Roman letters, Arabic numerals . 
(including a set of superscript numerals), and the diacriticals 
punctuation marks, and other special characters ^hown in 
Figure 1. 

OCLC uses a mylar ribbon on the printer. Mylar is a tl^in 
plastic film with ink^ on the back; it gives a sharper, better- 
defined impressicTn than fabric ribbons such as those used 
in typewriters. 
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d. Unique machine-readable catalog- 
record number 

13. Extension cards 

a. Maximuin number permitted 

b. * "See next card*' statement 
c* Format • 

iii 
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Graphic Name 
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Accent acute ' 
Accent grave 
Belle "o", or Angstrom 
Breve 
Cedilla 
Circumflex* 
Hacek 

Macron - ^ 
Tilde 

Umlaut , or Dieresis , 



PUNCTUATION 

.Apostrophe, Prime, or 

Single quote 
Colon 
Comma 

Exclamation point 
Period^ or Point '\ 
Question mark \ 
Quotation marks \ 
Semx-colon 



SUPERSCRIPT CHARACTERS' 

Asterisk 
Minus 

Parenthesis, Left * 

Parenthesis, Right ^ 

Plus ^ 

Virgule,' or Slash / 



SPECIAL SYMBOLS 



Ampersand 
Asterisk 
Brace, Left 
Brace^ Right 
Bracket, Left 
Bracket, Right 
Cent sign 

Conunercial "at" sign • 

Daggar " " 

Degree symbol 

Divide by sign 

Dollar sign 

Equal sign 

Greater. than sign ^ 

Greater than or equal sign 

Large middle dot 

Less than sign 

Less than* or equal sign 

Lozenge 

Minus, or Hyphen, or Dash 

Multiply by sign 

Not sign 

Not equal sign 

Overstrike slash 

Parenthesis, Left * 

Parenthesis, Right 

Per cent sign 

Plus 

Plus or minus 

Pound sign ^ 

Script .1 

Uhd^score 

VerAcal line 

Virgule, or Slash 
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Diacriticals, punctuation, and other special aymhol: 
available on OCLC print train^ 
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(1) Alternative literdture ciaas 
number 

(2) To obtain unit cards for any 
pxji^ose 

l^s^rs of Dewey class numbers 
UserV'of local call numbers V 
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B. Description - of card format 
1* Types of 'entries 

This section describes the format characteristics of 
the data olemunts which appear otl catalog cards, both those 
which are fixed and ^thoge whose \ppearance the Member library 
controls. 

' There avc nine basic types of entries that can bo 
includt^l In packs of catalog cards. They are: 



Main entries arranged by call number (oht; 
Main entries 
Topical subject entries 

Personal and corporate name subject, entries 

Geographic subject entries 

Personal and corporate name added entries 

^ Title added entries . ^ ' " ^ 

Author-type series added entries 

Title-type series added entries 

These ba^ic types of entries can be further divided to 
the point where ea^h variable field in the MARC format can , , 
be considered and treated as a different type of entry. 
(SeeTigure 9) Thus, under the general designation: Main 
entries, the following types can be differentiated^ Personal 
name main entries (Field 100), Corporate name main'^entries 
(Field 110), Conference or meeting name main entries (Field 
111), and Uniform title main' entries (Field 130) Similiar 
tiistinctions can be made under each of the other basic types 
of entries, except for the shelf-list. ^ 

One or more types of entries may be included* in n pack 
destined lor a specific receiving catalog. Obviously, howuvdr, 
shclf-liut entries can never be included^ln the saiiK* i>ack as 
^ the othtn^ti. Each Member library decides* on th* for'in.ti options 
desired for oach type of entry card in each receivin?^, catalog. 
See .Part II for instructions on how to specify options desired. 
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2. OBi:ions 

a. Difference between manual and computer-based systems 

The catalog card production system of OCLC is an open- 
ended one. Options are available that not only permit each 
Member library to choose the pasition and format of most data 
elements on a catalog card but also enable it to choose differ- 
ent ^options for each different, type of entry in each individual 
recedving catalog. 

\ This flexibility, characteristic of computer-based systems , 
is an important difference between such systems and traditiunai 
manual systems where each additional option requires a greater 
expenditure of processing time and therefore increases costs. 
This. time differential has two causes. One cause is the sheer 
magnitude of computer speeds as ispmpared to human speeds; the 
other is that in manual systems alteration of bibliographic 
data produced by a central source must be done on a title-by- 
title basis* * 

In computer-based systems, however , variations in th^ ' 
format and placement of the bibliographic data elements can 
be programmed for partic<ilar data elements on all or ^efrtain^ 
selected types of entries for," 'all or certain selected receiving 
catalogs. * 

This is not to' say that permitting options -does not 
increase costs in <:omputer-based systems* The bringing into 
existence of a decision point does increase costg. ^ This in- 
crease is a me-time cost associated- with programming. In- 
ci*feas3 in production cost due to the existence of a decision 
point is insignificant.' Once a decision* point has been set 
up, howei/er, the number of optional variations available 
there for users to choose among does not increase cost of -card 
production. /V 

' Since variations in manual systems are done on a title- 
by-titlfe basis, manual systems, in order to cut processing 
costs, tend to promote uniformity and make a virtue of this 
necessity by confusing uniformity with standardization. Stand-* 
ardization, however, is something different. Standards are 
documents which set down conditions which are to be fulfilled; 
they are rules or tests by which something can be measured or 
judged. The LC Rules for Descriptive Catalogi ng acts as a 
standard defining the order in which data elements on a catalog 
card should be given. The spacing between the various elements, 
however, is a matter for individual choice. The Subject 
Headings Used in the Dictionary Catalogs of the Library of 
Congress acts as a standard by specifying the choice and ordei^^ 
of words used to express particular concepts. . 
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The OCLC computer-abased- system complies with all existing 
relevant standards oUch as the ASCII code for information ex*/ 
change, the ANSI standard for a format for bibliographical in- 
forma^tion on magnetic tape of which the MARC II communications 
format ia one implcmentatipn, the standard for permanent and \ 
durable card r:tock, a standard library character set, a stand- 
ard print train character set, and * standardized linit cards. It 
does not require uniformity of output. Thus, the order of in- 
formation on a catalog card is fixed.; heading, main cn^-ry,\ 
title, auVh-^r '*;tatement, edition statement, imprint, collation, 
series ntatomont, notes, and tracings • The indention of^these 
various clomcnts; the spacing betveen them; the quosi ion of 
whether riubject hcadings'arc to be all in upper cuLio ui- in a • ^ 
combinifi*»n of upper and lower case letters; the fuimat ul 
calx numbers and their placement on the cards are amonr^ t!io 
decisions that individual libraries are free to decide lot* 
themselves even in manual systems as long' as they produce 
their own cards* OCLC does not permit free choice aii^cng alX v 
possible^ choices^ e»|> ^ the print train used is fixed and red 
headings are not available, but it does permit free choice at^ • 
almost every point where val^iation is possible. Options for 
card production already in the system make it' pc >sible to 
producfe cards for a single title dn about thirty- four hundred 
usable combinations of elements: three possible formats for 
LC class numbers , twenty-four options for relative position 
of different parts of call numbers, four -for indentions, t-wo 
for capitalizations, three for uniform titles, and two for 
tracings.': 

b. Summary of op^tions available 

Membejr libraries have available to them the opportunity 
of specifying almost- everything they want on catalog cardtij . 
They jSre not even limited to one pattern of institutional 
optioWs but may vary the pattern used from receiving catalog 
to recel*/ing catalog and from one type of entry to another ^ 
within a particular receiving catalog. 

New options are constantly being addec to the system. 
Members are free, at any time, to suggest options which ttiey 
would like to see implemented. 

* 

A uuiiunai-y of availal^le options follows. MoLit at^^ ih^* 
scribed in >;r'uater detail in the discussion of ^aricai:. data 
.elemcntn g Lvon below. * 

The position of call number on catalcj^ cards iu I ixcd 
but various formats are permitted. The form and position of 
location symbols, holdings information, and oversize symbols 
is subject to Member library decision. 



Libraries are free to choose either cop-of-card or bottom- 
of-card placement for subject headings. If top-of-card placement 
is chosen, libi^aries have a choice between having them all in 
upper-case letters oj? in a combination of capitals and lower- 
case letters. Fox* dropped headings, a Member library may choose 
among several methocic; for indicating how the entry element for 
that card is to be indicated. 

There drt»^ tour^ possible indentions: at left ^edge of card, 
first indention, second indention, and third indention. Libraric 
have *a choice a;» to which indention a particular type of iju^- 
ject or added t^uLi-y heading' is to appear at. This choice 
indention applies to all lines of a headinp,. ^ Different choiro'^i 
can be made for the tirstfline and for all- succeeding lines ot 
a heading. In the past the second and succeedling lines had lu 
begin at the thii^d indention and this will remain the default 
position. Each Meirber is free to s^^ecify where it wishes each 
indention to begin, with the lOtlV 12th, and 14th charac . r 
positions being the default locations. 

f - . . s J ^ 

Libraries have three choices as regards ui iform titles: 
to accept all provided on the M^RC record, to acr*=^nt only 
those used by the ''Library of Congress, or to acce^ , none at 
all. 

As to tracings^ Members are free to decide which car<^\ ^ 
are -to bear tracings. The decision can be made differentl^r 
for each type of entry in each receiving catalog. Libraries 
using dropped subject headings c^rq limited, however, by their 
choice as to the type of entry element- indicator which is to 
appear . on their subject addq^ entr y cards. 

Libraries have a choice as to how long they wish OCLC 
to hold their request cards for runs against' new MARC tapes. 
The cycling' period can be from one to) tfiirty-six weeks. At 
tne end of a Member's chosen cycling period, all> request cards 
which had not been matched with a ^ARC record are returijed -to 
the Member library. 
* 

A Member ^ may, if it wishes, resubmit a request for a 
particular titl^. If a request is resubmitted, it should bo 
dono on a now r*^qur»it c^^rd as the old request card will 
been punched wTth a code for end-of-cycle week which wduld im 
longer be valid. 

Some Members prefer to use the unit cards received 
thror h submittal of green or red request cards as main entry 
or shti'f list cards. ^uch use is possible but must be spec- 
if ie ' as an option for the receiving catalog involved, e.g> , 



University v;ere invitGd to serve as consuxxanxs anti uomi 
agreed. 



? 



I 
I 
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author-title public catalog or shelf-list. The Member library 
will -then hav^e the responsibility of adding the call number in 
call number position *on the unit card. 

\ 

3. Ca3 1 numbers . • 

■ Clasn. numbers fit into a few basic patterns ./Dewoy: three 
numeral::; v;)ii'^li riuiy be followed by a decimal point and fin<.)thor 
'String of Tiiimhors of varying length; LC : one to thr^*^c alpha-' , 
betic ch.ir<icter5 followed by from one to four numrrio rharacters 
which in turn is followed by a point and additiona] r«uml>orr, ' 
andf/or on*-^ or two blocks of alphabo tic charact'ers fo 1 1 • 'v/< m1 by 
numrralr;) Bonk numbers, on the 'o'tlior hand, are tilm.. f r-.^n^ 
pletely uncontrolled in the number and variety of cluira^'t* 
strings thoy may contain, e . g ; , o'ne or more blocks H:;onia i. l i ng 
of. u^per-case alphabetic characters followed by numeric^3; 
lower-case alphabetic characters,; dates; docun^^nt or volume 
numbers; and internal punctuation marks such as points, colons, 
,virgules, and blank spaces. (See figure 2 for examples) It 
is therefore difficult to devise standard 'formats' which can be 
applied to all call numbers. The variations depend on the 
number and type of character strings appeairing in the book 
number.' Examples of possible formats are given in Figure 2. 

A limitation that must be observed in formatting /calL 
numbers is that no line of the call number can contai^i- more 
than eight (8) characters, including* spaced. The le/t edge of 
the call number is against the left edge of the cat^og card. 
Since cKe first indention usually begins in the tenth character 
position, this limitation allows at least one blank column to 
occur between the 'call number and the itiaih body oT text oa the^ 
card. There is at least one blank ling. above and below each 
call number. Acjditionc.1 call number^ appearv in the left ma r gin ' 
of the card ne^t Xo that data Element tp which* they refer ,-^ e.g. , 
series statement, da^hed-on entry, etc., except that at least 
one blank line must occi^r between the different call numbers. 
If an extension card contains information relating to this data 
element only, only the additional call number appears on the 
i^xtension card. 



Member libraries using LC call numbers may choora* 
among thr^M^ ba:jic formats for the class number part (»l 



I t 'tun 
I I-' 



call ^;iumh«a^. An example of each format is given in I i)M*u!M' 2. 
In thd firr.t, the alphabetic and numeric segments of da.sf; 
number^r^ arc placed* on separate lines* I© the second, Ihoy 
are placed on the same line with a blank space inserted between 
the tw^ segments. The thi>?d format is the same as, -the second 
except ;that there is no blank space separating the alphabetic, 
characl^ers from the numeric ones. A variation of each format" 
puts ^eaph decimal point and its following numerals on a liiie 
of its ojiy^^^^j 



l\to ahov<* .i.,y<itf'»^ \\ncci^:}avy to accompiiLiu and / 

short, to iijc^rt aiui and maKe tnorc efficient uijQ of thg^ ^ 
bibliographit:al roAourcos 9f the state's academic libraries. 
After consideration of some eleven candidates for the 
position of Director, "Mr^. Frederick G. Kilgour, one of 
the consultant", was appointed to this post and he began 
work in September, 1967 \ ^ • 
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Librai> Congrg^s 
Basic formats for class numbers 

ML 156.2 ' 



.ML 
156.2 



ML 
156 
.2 



ML 156 
.2 



ML156.'2 



ML1S6 
.2 



Sample call numbers based on above class number formats 



DR 

340. 3 
.N4 

A313 
1969 . 



DR 340. 3 
.NU , 
A313 
1969 

DR3U0. 3 

A31V 
1969 • 



DR 

340. 3 

.NUA313 

1969 



DR 340. 3 

.NUA313 

1969 



DR340.3 
.NitA313 
1969 



DR 


DR 


340 


340 


.3 


. 3 


.NU 


.NUA313 


A313 


1969 


1969 




DR 340 


DR 340 


.3 


.3 


.NU 


.NUA313 


A313 


1969 


1969 




DR340 


DR3U0 


.3 


. 3 


.NU ^ 


.NUA313 


A313 


1969 


1969 





) 



"^I. Dewey Classification numbers 

3U1.US 301 301 

.45196 

U519607U 

III.' Superintendent of Documents Classification numbers 



301 

.45196 
07U71 



LC 
2.2: 

IN25 



LC 2 
.2 

:In2S 



Figure 2. Examples- of call number formats 
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based is the conver.sidn of a Membsr library's current cala- 
logiltg into inachinQ-readable forn. This prooecs i:; jccom-y 
plished by adding dall number- and Member library holdingsy 
information to an existing machine-readable record. OCLC 
computer -programs then producf^ catalog cards from the master 
record for the'l-Iember library ♦ 

The computer programs, presently operating off-line, 
produce' catalog cards from Library of Congress MARC II 
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of eight char\ic ter 
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line and the rcmai 



-17- 



using Dewey class numbers puts a class number 
ht characters on one lifcie, e.g. , 954.035092^, 
break it up so that the numbers preceding the 
ar on one line and the decimal point and the 
ow it appear on the next line up to a maximum 

If the decimal point and following numbers 
an eight characters, several alternatives 
e decimal point can appear alone on the second 
*'ric characters on the third line, or the 
iirst seven' numerals can appear on the second 
ning numerals on the third line. 



Libra.riec accepting LC call numbers as given by LC may 
decide how thpv wish the most .frequently occurring types of 
character strings in the book number to be formatted. One 
ai ter'jutl^ive^ Is to liave' each successive block of alphabetic 
plan Atimnric characters be on its own line, while another is 
to have two such blocks on the same line. 

Libraries creating their own call " numbers , including 
libraries which accept; Dewey or LC class nuirbers and add their 
own book numbers as w^ll as those which create complete call 
numbers >^ format each individual call number on a yellow request 
card when they request catalog cards for that particular title. 
(See Part II) Care/ must be taken, however, to see that no line 
of the call number i/ncludes more than eight char^ters, includ- 
ing ^spaces. Length 'of call number is related to cplumn position 
chosen for first indention. If first indention is' in column 
ten, columns one through eight can be allocated to call numbers, 
with column jiine remaining blank to se^cfrate call numbers from 
the bo^y of the card. 



There are two type 
and secondary call numb 
a work as a who'le. A s 
ciated with a specific 
than main entry, or titl 
ment or note. Such not 
etc., but they may also 
call numbers to suit th 
users. * 



s of call numbers: primary call numbers 
ers . A primary call number applies\ t.o_ 
econdary call number is usually as|^p- ' 
paragraph of bibliogr'aphical text^ other 
e paragraph, most often a series state- 
es usually i?efer to indexes, -supplements, 

refer to acMed copies given different 
e needs of different groups of library 



Tho Fi'r 
lino t ]\v*'*' t> 
sible if a 1 
secondary ^c.\ 
starts on *l:h 
it is nece 
line between 
beginning of 
bers associa 
alwa'ys allow 
-numbers. (S 



linn of the prii^ary call mimbcn^ in unually on 
f V]n' Ctu^d althougji di f f <^ront pi .li-^^'irh 'n Lr: are pos- 
i brary^ wishes to h^ve them. Tho I irnt line of a 
II nujnboj^ associated with a specilic paragraph 
c name line as it^ corre. impending paragraph unless 
ary to drop it ^onp or more lines to insert a-»^blank 
the end of the pt^evio-us call number and the 
the new one. ..Any additional ^ secondary call num-- 
ted with this work are printed below the first one, 
ing for at least one blank line between call* 
ee Figure' 3 ) , is* 
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I 
I 
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c4rd*io :;p('ciiv tlu' p.iiuli« card behind whicn tnar parnouiar , 
catalog card .Is to bo l iled. * • 

Yntry : A record of a bibliographical -entity ih a catalog or 
list ; any approach through which c'l work can be located in a 
catalog . - 

Heading : The name, word, or phrase placed on a catalog record 
to provide a point of access to ,that record In the catalog. 
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2 
3 
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b 
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7. 



Line 
Line 
Line 
Line 
Line 
Line 
Line 
Line 8 
Line 9 
Line 10 
Line 11 
Line 12 
Line 13 
Line 14^ 
Line 15 
Line 16 
Line 17 



r— 1> 



1 



Stamp 
ir>2.4 3 
ri>3 



Stamp 
016 

.15243 
F53 



Name main entry 
Title 



Associated line of text 



o 



Secondary, call number "irh'^^h has'^'^Beiv-.s^i^citically 
directed to print at a sj^cial location 



Normal automatic placement of a. primary call number 



i I 



Figure 3, Call number placement 
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Holdings information may appear on from one to all types 
of entries. figure U shows tv/enty-four options for relative 
positions cf call numbers, location statements, and holdings 
information. The phrase "2 cop" is used as an example of 
holdings information while "Chem Lib"* and "Ref" are used as 
examples of locations. The first column of six options may be 
employed by libraries not having departmental -tibraries or spe- 
cial collections by simply deleting '*Chem Lib" and/or "l^ofJ-~__ 
in each option. If a Member library wishes a blank line to 
appear betwee^n any two elements, the location of this blank 
line should be indicated when requesting a particular optica. 
If none of the twenty-four options corresponds with the 
practice of a Member library, it may request its own option ui 
options for its. various receiving catalogs. \ ' / 

Although oversize indication is not presently part of 
the catalog card production system, oversize symbols could 
automatically be added to call numbers on the basis of -the 
height of the book as recorded ^n the collation statement* To 
effect this capability, OCLC woikld need to have from eaoh — 
library the oversize symbols it employs and the book heights 
related to each symbol. An example of such a report follows: 

Oversize Symbol ' Height in Centimeter^s 

' F 4 ' 29-40 

FF 41-60 
FEE 61- 

Members may set up different. size--categories for different 
Holding Libraries, e . g ^ . ^, q for books 28 cm. and over except for 
Art Lilrary where quartos ate 32 cm. and over. 

# - 

Each library would also hive to indicate where it places 
the oversize symbol in relation to the call number, e .g. , on 
a separate line above the call- number, before or after the 
class number, before or after the book number, on a separate 
line below the call number, or as a replacement for the entire 
call number; If the oversize symbol appears on a separate 
line, its relationship to location and holdings statements 
would also have to be' indicated. If the oversize symbol 
appealrs as part of the call number. Members would have to al]i>w 
for the symbol within the eig,ht characters permitted on a iini* 
of the call number. 

Libraries not desiring to have oversize symbols attached 
to call numbers should inform OCLC of this fact. 



I 
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r< ocolvi^Q ( Mt.ilop. ; A systematically arranged grouf> of r^^ir^l : 
such as a iTlfi'l I " list or dictionary ^ catalog » listing the coj^- 
tents of a libr^ary or collectioa.. If ^ public catalog ha;.- 
been divided into two systematic listing:; ^ e > g . ^ one by aiithor 
and title and the other by subject, it is considered to be 
two receiving catalogs. The existence of a separate filing 
sequence is v;hat determines the existence of a receiving 
catalog,' not physical location. Two sequences filed in the 
same drawer would be considered two receiving catalogs. 
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Positions of Call Number, Location Stamps 
and Holdings Information. 
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Chem Lib 
(call no*) 
2 cop 
Ref 



^Chem Lib ^ 
(call no. 1 

PRef 
1.2 cop 



(call no.) 
Chem Lib 
2 cop 
Ref 



(call no.) 
Chem Lib 
Ref 
2 cop 



2 cop 

(dall no.) 
Chem Lib 
Ref 



2 cop 

Ccall no. ) 
Ref 

Chem Lib 



2^ April, 197a 



Ref 

(call no. ) 
2 cop 
Chem Lib 

Ref 

(call no.) 
Chem Lib 
2 cop 



|iChem Lib 
'2 cop 
(call no. ) 
Ref 



(call no.) 
2 cop 
Chem Lib 
Ref 



2 cop 
Chem Lib 
(call no.) 
Ref 



Ref 
2 cop 
(call no. ) 
Chem Lib 



Chem Lib 
2 cop 
Ref 

(call no,) 



C^hem Lib 
Ref 

(call nOt) 
2 cop 



Chem Lib 
Ref 
2 cop 
Ccall no.) 



(call no%) 
2 cop 
Ref 

Chem Lib 



(call no.) 
Ref 

ChemsLib 
2 C€^ . 

Ccall no») 
Ref 
2 cop 
' Chem Lib 



2 cop 
Chem Lib 
Ref , 

(call no.) 



2 cop 
Ref \^ 
(call no«) 
Chem Lib 



2 cop 
Ref 

Chem Lib 
Ccall no.) 



Ref 
2 cop 
Chem Lib 
Ccall no. ) 



Ref 

Chem Lib 
(call no.) 
2 cop 



Ref 

Chem Lib 
2 cop 
(call no. ) 



to a 1 1 c >w 
a lint* 



I 



Institution 
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Figure 4 
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vjxxn tne notxricataon ana any orner rexevani: maLcrxui, niujji a;> 
a facsimile of the title-paf of the work concexTKHj, The 
Merab<ir should then re-submit its request on new colnfful jum*- 
puriched cards to receive correct cards. Erronoouu cards* must 
be x-^eturned to OCLC if .the Menr.bor wishes to receive credit 
lor them. 
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rFirst indention 
,-6econd indention 
Third indention 



V 



Line 1 
Dine 2 
Line 3 



[leading Linfe jno.l 

* 1 'Heading Line no,2 
:all no. 'Heading Line no,3 




ill/- 








o 





A* Heading starting at left eJge of card 



y 



3all no* 



T iHdadmg Line ijio.i 
iHeading Line no. 2 
iHeading Line no. 3 

I 

I I I 
I i i 



o 



B. Headinc^ starting at second indention 



1^ Figiare 5: Heading placement. Note: Heading lines 2 and 3 
■ are shown starting at third , indention but Members 

may choose to have such lines start at any of the ^ 
four inden-tion positions. 
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U. Headings 

Seven basic types of entries - three subject entries and 
four added entries ^ 'may appear as headings' added , to unit cards. 
iCach Member library d^ecides on several factors related to ^ 
headings, such as their placement on fiatalog cards, their in- 
dention, and kind of letters used. Different decisions can be 
made as regax-dr. v.ich type of entry in each receiving catalog. 

The 44;;cir,ion a:; to placement of headings at either the 
top of a card or at the bottom in tracings position applies 
to subject hcadingG only. Added entry headings are at the 
top'J of cai'dLi. ' 

^ * ■* 

There. is space for up to three lines of headings at the__ 
top of cards. At a later .stage in the development of the shar-^ 
ed catjaloging system, more flexible vertical formatting wiU 
be possible, allowing space for an optional maximum fiumber,,of 
lines 'of heading at the top of a card. When this is effected, 
the number of lines allotted to. a hiding will be able to vary 
according to the length of the head»g. Libraries will also 
be able to decide whether or not they. wish blank lines to be ^ 
inserted between various data elements such as heading and main 
entry, title paragraph and first note, last note and tracings, 
etc. ■ 

Libraries using dropped sub'ject headings indicate the ^ 
sVibject heading in the tracings- that- corresponds to the guide 
cSrd in the catalog behind which a particular subject card is 
to be filed. The subject heading under which a card is to be 
filed may be d<^signated in one of four ways. See example of 
each below. . " , 

(1) Print all tracings and place an optional 
character in the space preceding the first 
word of the appropriate subject heading, 
between the Arabic numeral, and the heading. 
The defaul.t character will be a "Greater- 
ThanI' sign. 

(2) Same as the first wit^ the addition that 
tho appropriate subject heading is printed ■ 
entirely in upper case. 

(3) Print all tracings putting the appro- 
priate subject heading in upper case. 

(4) Omit ;the tracings paragraph except for the 
subject heading under which that particular 
card is to be filed. 
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Examples : - 

(1) 1. Writing 

(2) 1. Writing 

(3) ' !• Writing 

(4) Alphabet 



History 2.^ .Alphabet I. Title 
History 2.^^ ALPHABET I. Title 
History 2/ ALPHABET^ I. Title 



The next two decisions, indention and kind of letters, 
apply only to headings placed at the tops of cards. A Mornbor 
library may decide to have the first line of a hcadinr, l>i'gin 
at one of four positions: at left edge of the card, firnt 
indention, second indention, or third indention, A separate 
decision is m£Qe about the indentions of the second and 
succeeding lines. What constitutes first, second and third 
ind^ention is up to each member library to decide for itself. 
(See Figure 5) . 



The decision made about indention can be different for 
each type of entry in each receiving catalog. For example, 
topical sXibject headings could start at the left edge, name 
as subject at first indention, and 'geographic subjects at 
second indention. Personal and corporate name added ehtries 
cojild be at first indention, title added entries at second 
indention, author-title series added entries at first indention, 
and title series added entries at third indention. Another 
receiving catalog in the same Member library could have head- 
ings with different indentions. 

In the case of author-title headings, separate options 
are available for the first ^nd subsequent lines of each 
element, i.e. , of author^ and titleV See the following examples. 



1, Pennsylvania* University. Dept. of 

History. Translations and reprints 
from the original sources of history, 
3d ,ser . , v. 6. 



Pennsylvania. University.. Dept* of 
History. 

Translations and reprints from^ 
the original sources of history, 
3d ser . , v. 6# 



Author and Tit3^e 
run-on together. 
Author at Isl; in- 
dention and sub- 
^sequent lines at 
?d indention; 

r-. Author and title 
listed Goparatoly, 
but all lines after 
^ first line of author 
ha ve same indent ioji . 



I! 



Figure 1. Diacriticals , punctuation, and other special cymbolr, 
available on OCLC print trainjjr 
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ention; 

and I itle 
Goparatcly , 
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Perms:. Lvanla. University. Dept-. of 
Hi5:tory . 

Transiitions and reprints from 
the ox^i^iti^.l r>ourcGS of history, 
3d sc^. , V. B. 

' Pennsylvania - University. Dept . of 

- TraUJlations an<^ reprints from 

the original sources of history, 
3d ser. , v.6. 



Author and title .listed 
separately. First line 
of each has different 
indention, but subsequent 
lines of both have the ^ 
same indention which dif- 
fers from that of the 
first lines. In Examples 
4 and 5, author first 
lines begin at 1st inden-- 
tion. In Example H, title 
begins at 3d indontion 
, \ ' ' with subsequent lim^s nf 

j botfi elements at 2nd in-- 

dention. In Example b, 
title begins at 2nd in- 
i dention and subsequent 

\ lines of both elements 

I at I 3d indention. 

A third decistion has to do with form of letters to l?e 
used in headings. ; Each of the seven types of headings that 
appear at the top of a card can be in either a combination of 
upper and lower\case letters or all in upper-case* Again, J 
the decision can be different for each type of entry in each 
receiving catalog; ^ ' 

Another possible option is pertinent chiefly for the on- 
line system.. According to Rule 133B of the Anglo-American 
Cata loging Rules all abridged titles must begin with the first 
words of the tr/ tle. In conformity with this rule the MARr II 
system provides f or.production of abridged-title added entries 
only when such abridgements include the first words of the 
title. OCLC, however, wiU provide for production of added 
entry' cards for abridged or striking titles that do not in- 
clude the first words of the title. 

5. Main Entry ^ ^ 

The basic reference position on a catalog card is the 
column where the first line of the main entry begins. This 
position is the first, indention. 

OCLC produced cards have the main entry on the fourth ' ' 

line of the card. When variable vertica formatting becomes 
operational, this row location of main emries will vary 50 
as to accomodate headings of differing lengths. 
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a specific receiving catalog^. Obviously, lu^wuvdr, 

slim** [)aok as 



destinf^d tor ^ 

sholf-.liut entries can never be included ;in the , 

'the oth(»i»i]. r.ach Member library decides on th* fopin.il options 
desired for oach type of entry card in each receivinf^, catalog. 
See part II for instructions on how to specify options desired. 
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If a Kernbor requests ext-ra niain entry cards for a special 
purpose ^ - e . p^'* , to renox^t works to NUC, for"" donor or prove- 
nance 
then). 



files, 



t^e computer can be prograirimed to produce 



/ 



6, Unifoi'm title 



Tho Mrr.t line of 4 oniform, or conventional, title 
starts a . new /p<iragraph beginning at second indention with 
subsequent /ines beginning at first indentipn. If a uni- 
form, title/is present, it is enclos.ed by brackets and appears 
betiwe.cn juain untidy paragraph and title paragraph. 

MARC 11 records contain all uniform titles provided for 
by the AACR, but LC does not use all of these on its^printed 
cards, prcterring to follow its pl?e-AACR practice.- A state- 
ment' describing LC practice appears - on p. 1H5 of the* AACR * 
Member libraries may choose to receive* l) no uniform titles , 
2) only those uniform titles used by LC, or 3) all uniform* 
titles prescribed by the AACR. The decision made can vary 
from receiving catalog i:o receiving catalog. , 



7 . Title paragraph 



The usual title paragraph begins at secon^ indention with 
following lines at first indention. However ,/wh€^n tfrite title 
is the main entry it begins at first indentid'n and all suc-^ 
ceeding lines of the title paragraph are at /second indention. 

Title paragraphs include the standard^elements of title, 
sub-title, author statement, edition statement, and imprint. 
The latter element includes place of publication, name of 
publisher, and date "of publication. 



8 



Collation 



The first line of the collatio 
which begins at second indention wi 
first indention. The collation may 
of size of the work in pages, leave 
of important illustrative matter; a 
The oolLilion form. it can accommodat 
standar^<l <m t a1 of. i tu^ practice. Thur: 
book catri]op,od tmdor the Shared Cat 
of the iiifjioi' Ldiication Act of 196b 
in termc of the local currency of t 



n starts a new paragraph 
th subsequent lines at 

consist of a statement 
s, or volumes; mention 
nd height in centimetel^s . 
c variations found in 
, the collati'f)n T>f a foreign 
aloging Prop.ram (Title IIC 
) may contain the 'price 
he source country . 



1! 




I 



f 



necessity by confusing uniformity with standardization. Stand-- 
ardization, hov^ever, is something different. Standards are 
documents which set down conditions which are to be fuiliilcHU 
they are rules or tests by which something can be meaGurod or 
judged • The LC Rules forVPescriptive Catalogi ng acts as a 
standard defining the order in which data elements ^on a catalog 
card should be given. The spacing between the various elements, 
♦however, is a matter for individual choice. The Subject 
Headings Used in the Dictionary Catalogs of the Library of 
Congress acts as a standard by specifying the choice and orde^ 
of words used to express particular concepts. . 



t 

f: 



ll! 



-25r 



9 . • Series statement 

« • 

tf there is available space 
of the collation statement, the f 
on that same line enclosed within 
insufficient spac^ on that^line, 
begins on a new line starting at 
in parentl^ses. .Subsequent lines 
ment begin at first indention. B 
additional series statement start 
dention with subsequent lines at 
first 'series statement is enclose 

• 10. Notes 




remaining on the last line 
irst series statement follows 

parentheses. If there is 
the first series statement 
first indention and enclosed 

of the first series state- 
eginning lines of each 

a new paragraph at second in- 
first indention. Only the 
d in parentheses. 



The firs^ line of each note starts a separate t>aragraph 
beginning at second indention with subsequent lines at fii'st 
indention. No blank line appears between the collation and/ oj- 
series statement and the first note. Notes that apply to all 
copies of a bdok appear on each catalog card produced. Notes 
that apply only to copies at the Library of Congress, such as 
"Bound with" and "Contents (incomplete)", are omitted. 

In addit-on, a Member library may have notes- that apply 
to rts^wn individual copies that it wishes to have appear on 
irg-ea-raiog cards OCLC will punch the individual Me^er _ 
library's notes onto brown cards and will process them prior 
to actual printing of catalog cards for the Member library. 
These additional notes will be retained with the OCLC machine- 
readab-i«~^record . 

'% 

11 ; Tracings 

* • 

The first 'line of the tracings paragraph begins |.t 
second indention with succeeding lines at first indention. 
\ sequential Arabic nmmeral precedes each subject tracing ^ 
and a sequential Roman numeral precedes each added entry 
tracing. 

The tracings paragraph begins on the line immediately 
after the last note without an intervening blank line unless 
the Member library specifies differently. 

Member libraries decide whether tracings are ^ to appfrcrr 
on every type of entry for its \/arious receiving catalogs or 
only on certain selected ones. For example, a library, us 
a divided catalog might have three receiving ca lOgs; an 
author-title catalog, a -subject catalog, and a .lelf-list. . 
The library decides which entries in "each of the three cata- 
logs are to carry tracings. For an author-title catalog the 



i 

» 

I 

n 
li 



A Liuiniiuu'y of available options follows. MouL .ir*- ilf 
scribed in ^\VKxater detail in the discussion of ^Aviaui^ dalii 
elemcntn givon below. * 

The poaition of call number on catalq^ cards iq fixed 
but various forinats are permitted. The form and po3ition of 
location symbols, holdings information, and oversize symbols 
is subject to Member library decision. 




I 



Main entry card, 
with tracLnj;;;s 



N 

70 

.A693 



OMC 
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Arnheiin^ Rudolf. 

Visual thinking. Berkeley, 
Onivecsity of California Press [1969] 

xi, 34'* p. illus. (part col.) 26 
cm. 

Bibliography: p* 325--338. 
1. Visual perception, 2. Art — 
Philosophy. "I. Title 



o 



HRCpc 



71-7 



6^ 



Subject added entry 
card^ without 
tracings 



ABT— PHILOSOPHY. 



N 

70 

.A693 



OMC 



ArnheiiB, Rudolf. 

>*Visual thinkin9., Berkeley, 
Oniversity of California Press [1969] 
xi, 345 p^ ilLus. (part col.) 26 

CB. 

Bibliography: p. 325-338. 



o 



HRCpc 



71-76335 



I 



Figure 6. Cards .showing tracing variations 



been pufichod wTth a code for end-of-cyclc week which woulcl ?in 
longer be valid. 

"^ome Memborn profer to use the unit cards received 
throi h submittal of green or red request cards as main cntry.- 
or sf^i'f list cards. ..uch use is possible but must be spec- 
if ie as an option for the receiving catalog involved, e *g * » 

/ - 
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library "naight decid-.* to have tr-acing3,V?yi the shelf-lirt card 
and Qn^ the^subjcct heading cardj- (Se^ Figure 6) Ps decision 
to include tracin^^s necer sitattTs the listing of all headings 
traced for that work. It is nat »now .possible to tr^c^ only 
selected added entirios r,uch as subjects or titles only. Th5 
option to have tracings on subject entry cards applies only 
to receivinf^ catalof^s wher^ a decision has been made to place 
subject headings <\t ihf top oi a card. L-ibraries using dropped 
subject hoadingr. nfiould ^S'^'^^'^the options list in Part I, B, 
Action which deals' wil Headings; 

12. Bottom line ,^ 

^The bottom line of an OCLC produced' ca^talog card contains^ 
the Member library's NUC symbol, a user option area, pack identi 
fication symbols ( i.e. , receiv:j.ng catalog identification), and 
the unique machine-readable catalog-record identification number 

* , 
Stai?ting at the left^ edge of the cards, the first six 
character positions are reserved for the standard National 
Unioti Catalog identification assigned to each Member library. 
This is followed by a blank space. 

The next twenty-two character positions are piloted to • 
a user option area. Member libraries could .place such data 
as accession numbers her-* . In the on-line system the name of 
the library providing original catalog^g data for a wdrk 
cftuld be put here.^ The data put in the user option area is 
established by Holding libraries. For each Holding library * 
a^different item of data could be^used. This information can 
be selectively included or excluded on the different types of 
entries as determined by profiles. 

Unit cards requested by libraries not copying Library 
of Congress call numbe^rs but using ^LC or Dewey class numbers 
will earry the LC call number or the Dewey class number in the 
user option area. Lif)raries using Dev/ey class numbers may 
also have the option of getting the LC call number or LC class 
number- -i'.i the user option area whenever a Library of Congress 
MARC rticord does not contain a Dewey T^ecimal class number. If - 
a Library of Congress call number 'exceeds twenty-two positions, 
characters 23 and hir>her will 1 - omitted; this truncation will 
ocour\'Of courL.-, at the «Mid of the call number where it ^ 
presumably would not intnrfere in the proceduj-^s of a library 
not using the entire Library of Congress c^ll number. 

After an int/rvening blank space the next five character 
positions ar. allocated to pack definition symbols. These 
symbols indicate rhich receiving catalog shoul.l receive the 
card. Thay are assigned by OCLC on the basis of 'the profiles 
eac>i member submits specifying the requireiivents of each of 
its receiving catalogs. 



amQiig LiuHM^ D.inxc xormaxs r or xnc cxass numu.cr pai'i < m i i.« • 
call tMainlHT. An example of each foj^^niat is given in riiM'^r^* 2. 
In thd firr»t, the alphabetic and num.^ric sogmcnts of «*|af;r; 
numberr- aro placed on separate ' lines. lu the seconcl, Lhoy 
are placed on the same line with a blank space insi^rtntl between 
the tw^ segnionts. The third format is the same as, -the socond 
except, that there is no blank space separating the alphabetic^ 
charact^ers from the numeric ones. A vax'iation of each format^ 
puts ^eaich decimal point and its following numei-^als on a line 
of its ^^^j^^^) . ^ 
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The last 
blank f6llov;e^ 
'catalog-record 
number will r>u 
the on-line gv 
able, an- OCLC 
extension card 
will replact^ i 
the* last Celled , 



fourteen spa(^ positions are jallocated to a 
by- a thirtee^i-space unique maiChine-readable 
identif icat^^on nu:nber. Usual^ly the LC card 
rve a^ this unique identif icaltion number. In 
ntem, t;henever an^^Ld card nuirper is not avail- 
sequential number will be us^d instead* VJhen 
" are necessary the phrase "^ee next card" 
lie un^^c idenyfTicalion nun/ber on all but 
produced for an entry. 



/ 

/ 



13. L/teiiiSion cards 



When cataloging information for*a/work filli; more lliaii 
one^card, production of extension cards/ occurs." The toA '^'f 
the catalog card is continued with more cards (up to a m<ixi- 
mum of approximately ten cards) until/the catalog , record ia 
complete . ' * < / . , 

/ 

As shown in Figure^?, the firs.^ card closes with the 
statement "See next card" on the btj^ttom line at the extreme 
right, replacing the unique identification number. Each , 
additional extension Qard closes ini the same way until the 
last which will have the identification number in its usual 
position. = ' ^ 

' ' Each extension card opens with a heading, if approp^riate / 
and the main entry in nornlal position. Name main entries are' 
not abbreviated; Following the main entry is an abbreviated, 
title (unless the' full title is quite short) in regular title , 
position. The J,ength of the abbreviated title varies as OCLC 
programming su^its the full title to several tests to dis- 
cover where, the best cut-off point is located. The maximum 
length is one linel. The» abbreviated title is followed by 
three dots to indicate tnat it is incomplete. Next comes the 
last item in the imprint Xthe date) and the card number* 

Title main entries on extension -cards consist of a brief 
title, three' dots to indicate* that it is incomplete, date, and 
card number. . ^ ' 



0 



\l 

i [ 



/R31 
/8 



Figure 7. Examples- of call number formats 
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r 



HC 
110 

P63 
□ 5 ^ 



□AkU 



On fighting poverty; perspectives from 
Gxper ionce. Edited by Jaies L . 
Sundquist, with the atssistance of 
Corinne Siposs Schelling. New York, 

Basic BookG"!. 1969 ] 



X, 2S6 p, 
poverty, 2) 

American 
library. 

Based on 
contin^inq 
Academy of 
problems of 



25 ctn. (Perspectives on 
Academy of Arts and Sciences 



pa pers presented at a 
seminar of the American 
Ar/^ts and sciences on . - 
rVa/ace and pov.erty during 
AKLsl See next card 



1* 



r 



r 



HC 
110 
,.P63 
□ 5 



OAkU 



4 



On fighting poverty; ••. [1969] 

(Card 2) ' 
the academic year 1966-67. 
' Includes bibliographical references- 

1. Economic assistance. Domestic— 
O.S. I. Sundguist, James L., ed. 
II. American Academy of Ai^ts and 
Sciences, Boston. Ill- Series 
IV. Series: American Academy of Arts 
and Sciencei^r Boston. Library 



o 



AKLsl 



.75-78452 
^ 



Figure 7. 'Extension cards 



Dewey class number 
in user optioti area 



Gardner, ■J<^hn William, 1912- , 

The recovery of confidence [by] John 

V, Gardner. [1st ed. ] New York, Norte. 

[1970] 

189 p. 22 era. 

Includes bibliographical references. 
1, O.S. — Social policy. I. Title 



O 



OOXH 

symbol 



309.1*73 



MCHzc 



User upLiun area 



75-108327 

identi- ' no. or'coiil i 



LC call nWber 
in user option ar^a 
"See next in 
identification number 

area . 



Duvignaud, Jean. ' , ^ , . 

Change at Shebika; r&Tovt from a 
North African village. Translated from 
the French by Prances- Prenays. With a 
foreword by Cecil Hoararx. [1st 
American eL ] .New York, Pantheon Book. 

r I97fti * 

xiii, 303 p. illus., maps. = 22-cm. 
Translation of Chebika, mutatiojis 
dans un village du Magteeb. 

includes bibliographical references. 
'1. shabikah social mnditxons. 

Tunisia— E V^^aral conditions— Case 



2. 



OAkO 



HN8lCr.T82S5l3 



JlKBzc 5ee next Ocird 



LC call number in 
user option area. 
LC card n\imbor.as 
identif ic:at ion 
number • 



Duvignaud, Jeaix* 

Change Shebika; 
(Card 2) 

studies. I. Title; 



[ 1970 ] 



( 



□AkU 



HN810.T62S513 



O 



, AKBzc 68r260t}2 



Figure\8. Unit cards, .showing constrnction of bottpm l^xne 
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Figure 3, Call number placement 
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I [ by] John 



references. 
:. Title 



75"1083?7 

niciufi i.ir: 
o . or ' conl j 
uat ion :^ M» t 



from a 
slated from 
lya'. With a 
[1st ^ 
intheon Books 

I 

)S. ^ 22 cm. 
lutatiojis 



i: 



C o n t r. p 1 M u in b e r s 



Variabie Fi3ld Tags 

Title Paragraph 



*0 


1 


0- 




1 


1 


0 


1 


•5 


*0 


1 


6 


*0 


1 


7 


' 0 


2 


0 


*0 


2 


1 


0 


2 


5 


AO 


2 


i 




3 


5* 


AO 


3 


6 


0 




0' 


0 


!+, 


1- 


*0 




2 


*0 




3 



"LC Card Number 
Linking LC Card Number 
Narional BibliogsT^hy 

Number 
Linking; NBN^ 
ij. S. Copyright NumJ^er 
Standard • Book Number 
Linking SBN i 

^Overseas Acquisitions 

Number 
Linking OAN Number 
Local System Num.b^er 
Linking Local Number__ 
Cataloging Sgwirce . 
Languages 
Search Code 
Geograpnic Area Code 



Knowledge. Numbers 



0 


5 


0 


LC Call Number 


0 


5 


1 


Copy Statement' , 


0 


6 


0 


NLM Call Number. ^ 


0 


7 


0 


NAL Call Number _ ^ 


*0 


7 


1 


NAL Copy Statement 


*0 


7 


2' 


NAL Sub-^ect Category 








Number 


*0 


8 


0 


UDC Number 


*0 


8 


« 

1 


BNB Classification Number 


0 


8 


2 


Dewey Decimal Classifi- 








catioh Number 


*o- 


-8 


6 


Supt. of Documents 








Cla s's i f ic at i on ^ 


-J 


•9 


0 


Local Call Number ; 



10 0 Personal Name ^ 

1 1 0/ "Corporat'l Name'" 
111 Confei^en«e or Meeting 
13 0 Uniform Title Heading 

Supplied Titles 

2 4 0 Uniform Title 

2 4 1 Romanized Title 
*2 4 2 "Translated Title 



2 4 5 Title 

2 5 0 Edition Statement 
2 6-0 imprint 

Collation 



3 0 
3 5 
*3 6 



0 Collation' , 

0 Bibliographic Price 

0 Converted -Price 



Series Notes 



^00 Personal Name-Titl^ 

(Tr.aced Same) 
4 1 P Qorpcrate Namg-Titl^ 

. , (Traced Saue) 
4 11 ConfejpencerTitle 
(Traced Same) 
4 0 Title (traced Same) 

4 9 0 Series Untraced or 

^ Traced Differently 

Bibliographic Notes ^ 

5 0 0 General - Notes 

5 p 1 "Bound V/ith".Note 

5 0 2 Dissertation'* Note 

*5 0 3 Bibliograph-ic History, 
Note 

5 0 4 Bibliography Note 

5 0 5 <;ontents Note (Formatted) 

*5 0 6 "Limited Use" Note 

5^0 Abstract or Annotation 



) 



\ 



Subject Added Entries 



6 
6 



1 
3 



Personal Name 

Corporate Name (exclud- 
ing political jurin- 
diction alone) 

Conference or Meeting 

Uniform Title H-ading 



LC Subject Headings 

6 5 0 Topical 

6 5 1 Geographic Names 



Figure 9. 



Continued on next page' 



appears as pdrx oi uae ucixx iiujiujtJi, rituaut^i ^j wuua.u ucivt, ct i , 
for the symbol within the eig,ht characters permitted on a lino 
of the call number. 

Libraries not desiring to have oversize symbols attached 
to call Dumbers should inform OCLC of this fact. 



\ 
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Other Subj^-'-t H>"-idinr-^ 

*6 6 0 NLM Subiect Koadi>\gs (MESK) 

*6 7 0 NAL Subject HoadingG 

*6 -9 0 LoC'il Subject Heading Systems 



Other Added Entries 

7.0 0 Per'-'jn.il 

1 1 Q- Corporate Name 

7 11 ConferencG or Meeting 

7 3 0 Uniform Title Heading 

7 U 0 Title Traced Differently 

Sf^rie*^ Addod Entrie s 

8 0 0 Personal Name-Title ^ 
8 10 Corporate Name-Title 

8 I'l Conference or Meeting-Title 
8^0 Title 



*The Library of Congress will, not supply data for t^ese fie^lds 
* at present . * ' 



E 



ERIC 




Institution 
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36 fields 
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C . Catalog produotion costs 

Since methods of computing cataloging costs are not 
standardized, it is difficult to make cost comparisons be- 
tween computer-based and conventional systems, or between 
conventional systems in different libraries. The costs 
given below for various manual systems apply only to the 
libraries where the studies were made and are given here 
simply as an indication of how costs may run in manual sys- 
tems . All systems, described assume the use of " LC-provided 
cataloging data, either in the form of LC card setF or as 
locally produced s-ets based on either a single LC card, a 
proof slip, an NUC entry, etc. Titles which lack LC cata- 
loging data have customarily been given original cataloging 
by each library acquiring them. Since the OCLC data base 
under the off-line .system contains only LC cataloging re- 
cords , all titles for which such records are lacking must 
still be cataloged locally. The costs of such original • . 
cataloging are therefore not relevant to this comparison 
and are not considered. 

The elements involved in the cataloging process are 
searching for bibliographical information, cataloging proper, 
card preparation, "and production, the sorting and filing of 
the finis-hed cards into various .receiving catalogs, and the 
^ physical preparation of the book. This last element will not 
"^'be considered 'here since it is unaffected by the existence of 
OCLC. 

Searching is partly an acquisitions function, when it 
involves checking to verify and complete the bibliographic 
details supplied- by a requesto4L-»o as to- adequately identify , 
the book for acquisitions pCirpofees, and to check m the 
library's catalog and on-order file to determine if the title 
has already been ordered or reCfeive'd. Any cataloging data 
located at this stage of the operation is. a by^-^^roduct since 
it is no-t^ne^J-essary for the acquisitions function. 

Cataloging searching involves the- effort to ol)tain 
bibliographical data that will be of use in cataloging the 
work. This usually means an attempt to find a copy of .the 
cataloging record made by the Library of Congress for that 
work. Once such information is located, it; is copied am! 
the source noted. The searching stage ends here and the 
cataloging- stage begins. 

A cataloger takes the cataloging data located in the 
search step and compares it with the book to see if they 



i 



ERIC , 



^ 



i 



r 

r 



o 



B, Heading starting at second indention 



^Figure 5: Heading placement. Note: Heading lines 2 and 3 
* are shown starting at third ^ indention but Members 
may ehoose^to have such lines start at any of the 
four indention positions. 
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agree, makes any chan 
loging to ensure that 
number if an LC numbe 
shelf list to see if 
the s ibject headings 
files , makes addition 
serial file if the ti 
actual LC card is not 
use of clerks who wijl 
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ges necessary in the' de3<:riptive cata- 

it fits the book in hand,, assigns call 
r is not accepted as given, checks the 
the number has already been used, checks 
arid name added entries against authority 
s to the appropriate records in the 
tie is part of a selpies, and, if an 
^available, prepares a worksheet for the 
1 prepare the cards.. 



The card preparation and production stage includes .the 
ordering of LC cards or^ the preparation of master cards and 
the ropT'o,(iti(-i ion of master cards by some process*, the adding 
of headinf?;s and call numbers to cards, and the. proof-reading 
of tho oard'^. . 



X 



i 



In the sorting and filing stage the sets of cards 
produced for each book are divided up- according to the 
catalogs that' are to receive ^1^^, soopted into filing order, 
and 'filed. 

- — . 

How does OCLC fit into this pattern of activity? Under 
the off-line system OCLC has no effect on acquisitions 'search- 
•ing which still must be done before a title is acquired. 
Cataloging searching will not be needed, however, as OCLC will 
provide its Members with a unit card and/or packs of cards 
with full bibliographical information. 

If a library accepts LC cataloging as given without 
checking, the packs can be filed immediately after arrival, 
thus eliminating the cataloging^ and card preparation and 
production steps entirely, and also eliminating the pro- 
filing sorting. 

Libraries wishing to check the LC cataloging will still 
save the cataloging searching step and can use the unit. card 
or one of the final pack cards (usually the shelf list card) 
as the source x>f cataloging data. If the cards sent by OCLC 
are not changed, the shelf list might still *be checked for 
duplicate call numbers and aut*hoj^ity files updated td show 
new headings and the necessary cross-references ma'de. Car»d 
pr c?par.i L ion and pt^oduction will still be el iminated unloGS a 
decision is made to change the OCLC-produccd card in 1some 
way. In that event the cards in question will have to be 
pulled from- their various- packs , changed, proofed, and 
resorted preparatory to filing. 



E 
E 



(2) Same as the first witl^ the addition tnat 
thii appropriate subject heading is printed 
entirely in upper case. 

(3) Print all tracings ,* putting the appro- 
priate subject heading in upper case. 

» 

(4) Omit the tracings paragraph except for the 
subject heading under which that particular 
card is to be filed. 



i 



-36- 



heet for the 



if 
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' From this bri-vf. survey it /appears . that the steps OCLC 

can save its Merr.b- ri are cataloging searching (in aLl^_ cases), 

cataloging, car.i. .rr '^paration and production, and sorting. 

What are the costc of tliese elements? 

* 

Searchin^^ .oGt;: 'are , high. Of a total processing cost 
of $10.26 for addinr a book to the Colui^bia University 
Science Libi-ii-I - in 1'355 , $2.18 or over 2l''o was devoted to 
searchinp, and CT.07 of this searching cost was attributteJ 
to catalog inp, uva rolling. A 196 6 study at the Brooklyn P<ubLic 
Library showed LliaL ot a total of $3.77 for cataloging and 
preparation oi a utiW t.itle, $1.51 or 401 was devoted to 
vartoiir. r.^arrhinr activities. A 1969 report of the early 
opera^ons oi the Colorado Academic Libraries ?ook Proce;;sxiii' 
Ce.nt'kc showed, by contrast, a total cost for labor alone of 
$1.88 per .volume of which -23. 5<: or 12.5% was allocated to 
searching and seaVching-related activities. 

Cataloging costs are also high. After adjustment of_ 
the Columbia figures- to remove that portion of the cataloging 
costs attributable to original cataloging, $1;38 or over 18% _ " 
of the adjusted cost ^as allocated to cataloging-. At Columbia 
cataloging of mohogr^.ph titles for which LC information is 
available is a clerical task. In libraries which assign _ 
professional cat=Llogers to tfiis task the cost woiild be higher. 

Costs of producing cataloging cards and sorting them 
show l^ss "ariatior.. A 1963 report on the Air Force Cambridge 
Research Labacatory (AFCRL) Research Library showed that the 
cost of- preparing and producing seven cards based on LC 
cataloging was $1.16. This figure included order routines _ 
for LC cards and the typing of headings oh them aft?r receipt. 
Sorting and filing-added another $C.30 to the cost. Allocat- 
ing a third of this to sorting, the total cost of producing 
cards ready to file was $1.26, or $0.18 per card. 

Other studies made at Sacramento State College (1969 > 
and the University of Toronto for the Ontario New Univer- 
sities-Libraries Project (1965) showed per , card costs for 
preparation and production of 18. 0^ and 'l9.3<?. With their 
sorting and filing costs prorated in the same proportions 
as those for APPRL, .cost per card was. 19. 7* and 20. 7* 
respectively. 

Even though the studies producing these figures wcr.- 
made over a six'year period, v/ith differences in the cost oi 
labor and materials, there, .is substantial agreement among 
them, especially the latter two. Adjustment of the 196 3 
figures from the AFCRL study to take into account a 13. 5 i 
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rise in ch.-. cost of living between 196 3 and 1968 would raise , , 
the A^^RL cost ^er card to 20. bringing 'it into very close 
alii,nnient with the -osz figures of thq other two libraries. . 

'~The cost of producing catalog cards at OCLC varies from 
week to week. Twenty-four elements are considered in computing 
the co-^t per card. Some cost elements vary directly according 
to the nuii'br-r of car&3 produced in any one week, but oth©r ' 
cost elompnts are' fix.ed and do not change, no master how many 
catilog cards are produced. Since thesfe fixed costs must be 
allocated against the catalog cards produced each week, an 
incroa-.o in'thn number or catalog cards produced means that 
oich earn op, rard bears a smaller share of these fixed costs 
while a decrease in the number of catalog cards produced 
mean-, that each catalog card bears a larger 3 hare of these 
fixed co'^ls. This combination of fixed' and variable costs 
is the reason that the cost per catalog card differs- each 
week. The more cards proddced in a week, the lower the cost 
per card. 

The fixed cost elements are those allocated to the 
various machines and .supplies used by OCLG while the variable 
costs relate to the operations involved in card production. 
Approximately forty percent of card costs are computer- 
related. . • 



Fixed Costs 

Card' punch 

Print train 

Printer attendants 

C^rd'jtock 

Ribbons 

MARC- tapes 

Slitter 

Overhead of .5<^ per 
catalog card 



Variable CoSuS 

Keypunching • 

Proofing and corrections 

6 computer runs 

Sort for file-listing _ 

H07 listings 

Pull Selections 

Sort pulled selections 

Slitting of cards 

Mailing 

Accounting ' ' 

Printing 



In July, 1970 'the average weekly production, was -5,2,60 
cardu, aii.l llio ar.it per card was~7.05<; in Aur.ur.V, the - 
average wekly production dropped to. ^3, 695 , and t lie cont per 
card rono to 9*05-^; in September, the we-kly average in- _ 
nreased to 5,M92, and the cost per- card dropped to 7-31'^; m 
October weekly production rose lurther ro 3,8 90, and the cost 
went down to 6.2 9<^ per card. The maximum price that, can be 
charged per car.d is 9. Si. 
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and title 
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column where the first line of the main entry begins, 
position is the first, indention. 

<? 

bcLC produced cards have the main entry on the fourth ■ 
line of the card. When variable vertica formatting becomes 
operational, this row location of nain entries will vary so 
as to accomodate headings of differing lengths. 
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Assuming that a Member library receives, on the average, 
five uards per title at an average cost of 7<^ per. card, its . 
cost for receiving catalog cards ready to file in its catalogs " 
is 3S* per title. To this cost Members must add the cost of ' 
preparing and'mailing request cards and of filing the packs- 
received frojil OCLC. Adding an arbitrary 6* per/title to cover 
a Member's cost In typing and mailing request cards (HO request, 
cards per ho-ai^ at a clerical wage ^f $2.40 ^per hour) would in- 
crease the cost of OC-LC produced cards by 3ust .over one cent 
per catalog card. The addition of this requesting cost would 
raise the actual cost to. a Member for packs of cards sorted 
and ready to be filed to an average of 8<^ or a maximum of 
10.5<J per card, or from 40* to 53<^ for five cards. 

The cost of OCLC cards is less than half that of merely 
preparing, producing, and sorting cards in several -manual 
'systems. When the cost of th6 various cataloging.elements 
that use of OCLC eliminates is also taken into consideration, 
it can be seen that use of OCLC to the fullest possjJ)le 
extent will result in great reductions in a library 'f cata- 
loging costs. 

\ . ■ " 



of important il3.untrative'^matter ; and height in centimetci''S . 
The ooll.M inn form.it ran accommodatr variatinnn found in 
Gtandar^^l (Mf alor, i n)» practice. Thus, the collatrionof a foreicn 
book ca\-i\lnpo(\ trndcr the Shared Cataloging Pro.^^ram (Title IXC 
of tho llij^h^'r Education Act of 196b) may cunta.^n the 'price 
in tepmr> of thu local currency of llie source country* 
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TI. CATAL^)G CARD FRODUCTIOM: INPUT TO OFF-LINE SYSTEM 



A. Dev-lo 



?nt Phases 
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i-es for requesting catalog cards from OCLC will 
three phases of developmejvt^. In the first 
i^ now operational, Members request cards by 
r^n alone. In phase tv;o , which is due to become 

Summer 1971, Members will be able toXrequcGt 
by LC'card number or by author and title. In 
Members will be able to furnish -OCLC with 
loging from which OCLC will produce cardn, OCLC 
original cataloging to make catalog cai\hi when 
request cards for titles for which nu flAia; 1 L 
liable. ^ 



Phases two and three will operate 6n-line, which will 
be a more effi||.cient and effective method than are other type:^- 
of communication. 

Since the of f-lin^" system now operational can only 
process. requests for catalog cards tha%rare made using LC 
card numbers^* this part-^of the Manual deals only with that 
phase in the development of the shared caljaloging system. 
OCLC produces cards weekly affer each new weekly MARC tape 
has been merged intp the master file of MARC records. 

The purpose of this part of the Manu^il is three-fold. 
Section B, Catalog Profile Questic3nnaire : Defining the Pack , 
delineates the objectives of the Catalog Profile Questionnaire 
and describes how to complete it. Section C) Request Pro - 
cedures , provides the Membership with various procedures to 
follow when asking OCLC for catalog c^rds • Section D, Descrip- 
tion of Preceded Punch Cards , contains detailed instructions 
for completing each type of preceded punch card . 



B, Catalog Profile Questionnaire: Defining the Pack 

Purposes of the Catalog Pf^ofile Questionnaire 

Th*^ Ohio College Library Center has developed a Catalog 
Production System capable of handling the individu<i[ no^ds of 
its Hcmber libraries. Each Member library is likely to con- 
tain a number of holding libraricG such as a general :rtack 
collection^, Reference collection, and departmental libraries; 
and a number of receiving catalogs such as- author-title public 
catalog, a subject public catalog, an official catalog, a 
general shelf list, departmental public catalogs and de- ^ 
partmental shelf lists. To complicate rratters , an individual 



tntimetcl^s . 
Mmd in 

i t)f d foreign 
I (Title lie 
he 'price 



\ 



\ i 



The tracings paragrapii ucgj-no _ 
. after the last note without an intervening blank line unless 
the Member library specifies differently. 

! , Member libraries decide whether tracings are to apppn^ 

i \ on every type of entry for its \/arious receiving catalogs or 
I only on certain selected ones. For example, a orary. using 

i a divided catalog might have three receiving ca ilogs; an 

J V author-title catalog, a 'subject catalog, and a shelf-list. 

t I; The library decides v^hich entries in "each of the three cata- 
f ' logs are to carry tracings. For an author-title catalog the 
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receiving-catalG53~nay contain cards showing the content^s, in 
whole or "in part ^ of- several holding libraries whi.le each ^ 
holding library is usually represented by cards in sev-eral 
receiving catalogs. Fpr example, titles sticlved in a general 
sta^k collection may bo represented by cat'ds in a divided 
public catalog, an official catalog, a shelf list^ and a 
file of cards r > .b^ ^•-:■nt• to NUC . A title in the Music 
Library could be represenced by cards in the main divided 
public catalog, oificial catalog. Music public catalog. Music 
shelf list and NUC, file. The Music public catalog could 
contain cards for all titles shelved"in the Music Library 
plus main cntrv cards for all titleS'with class numbers, from 
• the Music schedule which are shelved in the Main Library and' 
other dt^pdrtjneat.ai libraries. , To cope .with this complicated 
situation OCLi' his devised a Catalog Profile Questionnaire 
(CPQ) designed to obtain from Member libraries infoirmation 
about catalog cards needed in each receiving cat.alqgi__ 

Since types of cards needed will vary from receiving 
catalog to receiving catalog, a separate CPQ must be corpLeted 
- for each receiving catalog, shc)wing types of entries included 
for each holding library represented by cards in -that receiv- 
ing catalog. To decide how many CPQs should be completed , 
each Member library should prepare a chart showing all its 
holding libraries along the top and all .itV receiving catalogs 
along the side. For each holding library a check should be 
made against -each receiving catalog which gets catalog cards 
showing that library's holdings in full or in part, A CPQ 
should then be filled out for each check mark on the chart. 
(See Figure iHgO.- Even if several CPQs seem to be identical 
when filled out, they i^ll should be s-ent in. From each pro- 
file a program is coded to attach to the main program to 
produce catalog cards with the options requested for that 
holding library in that receiving catalog. 

Since catalog cards are priepared in packs for fiiing 
1 into specific receiving catalogs, there will be one pack for 
each row on the chart. That pack will contain cards forV 
works in all of the holding libraries checked in that row. 

Some libTvirios mnintnin special-catalog files, not- 
related to i f,p<H'ific holding library, for books havinp, 
special characteristics, such, as a'provenance catalog lor 
books bearing iiuai>ks of previtjus ownership. The Catalog Pro- 
duction-System por.scsGcs the capability of produce ng _^ extr* 
cards" for such special files „ Those members maintaining 
special catalogs should inquire of OCLC for procedures- to 
employ in requesting an extra card or cards. 
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Figure 6. ' Cards .showing tracing variations 
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Figure 10.^ Chart showing what ..Catalog Prof ile Questionnaires ** 

have to bo completed for. a hypothetical Member library 
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cl'.aiMct.n'j 23 and l\'n',hov will Id omitted; thi o truncation will 
occur.' of cour:...', at Lho ond of the call number whcro it , 
prouumably would not interfere in the procedur<?s of a library 
nol using the ontiro Library of Congress c^ll number. 



After an intervening blank space the next five character 
positions ar_ allocated to pack definition symbols. These 
symbols indicate 'hich receiving catalog shoul.l receive the 
card. Thay are assigned by OCLC on the basis of 'the profiles 
eac>i member submits specifying the requirert^ents of each of 
its receiving catalogs. 
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Only coiroti::!; thaf poscess at least one logical 
catalog, of ^r.- s:.yjilS^e Jercrib-id in que3 rionnaires , ^ 

i,e> , shoul-: cjr.:- !■ l-^'r. J Holuin.^. libraries. Bv^logical is 
meant either a -hyric.il catalog or a fictitious file, set Up 
to cope wi"h tW^ r,pocial ne>.3d3 of a particular category "of 
books. Each logical catalog is the equivalent of one pack 
of OCLC produced catalog cards. For? example, if a library ^ 
wishes to arriv Kipcnor^ subject i^eadings to its books on 
religion, it la* /it l^o aMe to do so through the use of a 
logical 'RoligLvU^: Iloadingo File'. By this method the 
library would receive, in 'a separate pack, extra maixi nntry ^ 
cards to which it would manually a*dd the Kapsner suhjoct 
headings befoi^e filing the cards in its dictionary Vat ilog.' 
Thus, while cards for religious material would end in Uu^ 
same physical receiving catalogs as cards for-^he root 
the collection, some of them would reach the 'libjrary i n a 
separate" pack destined., temporarily, for -this fictitious 
subjedt catalog which might T>ot have dny actual physical 
existence. . * , < ' 

Another- example relates to the Reference col^ction 
that most libraries have. A Reference collect ion ^recorded in 
a separate shelf list, even if it laCkf ' a separate author- 
title or subject 'catalog, is consideria a Holding libr^iry 
and should be reported on CPQs. Oa the other hand, a_ . " 
Reference collection listed only in general catalogs is not 
considered a Holding library and , should not be reported on 
CPQs. When catalog cards are ordered for titles which, are 
to be shelved in a colleqtion of the latter type, the word- 
ing of the location stamp needed should be included in the ^ 
appropriate box on tne blue and yelloiCT^punch cards from which 
catalot^cards will be produced. (See below) For collections 
of the'^former type, i.e. , holding libraries, the locations 
'should not be indicated on the blue and yellow punch cards - 
since the qomputer is programmed, on the basis of the in- 
formation given on the CPQs, to produce catailog cards that, 
contain the appropriate locatio*n s^tat^ments. * - . 

After receiving completed questionnaires from each ^ 
Member, OCLC devises a unique, thrfee-symboT code for e'^ch , 
Holdii.g library. Sets of colored/punch cards are then^^prc-. 
punched with these codes and sent to the Member librariv- * 
for use in requesting ca talog cards . ^Care should^b^^ t .tfv.ti M 
use a pre-punched card for the correct Holding libr^^y 'Jiwu 
re^questing' ca1;dlog'car^s for titles to, be sh'^lved in t-ha\ ^ 
librarv . ' - * ' ' • . . - \ ' 

Completin g the Catalog Profile Questionnaire ^ " ^ ^ \ - 

There' are two parts to the CPQ. .The' first part contains 
three q-^estions, *:he first of which as*cs for rhe name^ of th^ 



Figure 7. 'Extension cardn 
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Holding library cr "collAction" . (Sec definition on page 4) 
Examples of na-y z th-ix nir.ht be given to lioldini libraries 
are MAIN LIEFA'-Y, rML/' I TTRY LIBRARY, JO:iLS^,LI BRAIiY , DOC. 
COLLECTION, RLF . COLLECTION, etc . ^ 

The second question requests a Member . library to de- 
signate the receiving catalog to which the questionnaire is 
referring. Thin c-»:l.: h .j.-i.-nated by cuch terms as PUBLIC 
catalog: PUBLK' :i.-iMt;-TiTLi: CATALOG, public SWBJIFT CATALOG, 
I^IN SHEL^' EI^T'' UOCUHLNTS PUBLIC CATALOG, D0CU!'1^^JTS SHELF 
LIST, MUSIC SCbkL/PUBLiC CATALOG, NUC, etc'. ^As n6ted above, 
eaqh receiving catrilup. will require several questionnaires, 
ond* for each hnldin,^; library represented in it. 

The third >|ucGlioii ai;ks for the location stamp, if any, 
to appear with ca-ll nurabern on cards 'in that receiving cata- 
log for titles locatc.l ip that Holding library. ThiG»loca- 
•tion information should be typed or printed in the exact form 
desired on catalog cards, as regards capitalization, ^spacing, 
puncliuation, e^, REF. or Ref\or REF or Ref. , etc. wit> a ^ 
maximum of eight char<acters per\line. ' 



The second part of the CPQ consists of a table which 
sliould- be completed according*^ to xhe characteristics desired 
for each of the" nine types of entries that may ,be included 
in packs. The types of entries are found in the lefj: side 
ofFi-^ure 11. Across the top of the table are five variable 
components associated' with types of entries. The^^re fro,-!! 
left to right on Figure 11: HoJ^^ings Information , Tracings , 
Subnect Headings Position, Indention of Headings at T6p ot 
Cards, Capitalization of Headings at Top of Cards. These 
components should.be defined for each t^pe of entry which 
is to be- in a particular pack. 

4.. 




Information" will yield' the fermula that each Member wishes 
to apply. If tracings are desired at the -bottom' 04 cards for 
a particular type of entry, check "Yes" against that type of ^ 
entry. If no tracings aro needed, mark "No".. Subject head- 
im's'^^can be ix v. i 1 1 nn< d al cither fhe top or the bottom o^ 
•the cards. A clu-cK :,hn rid go into one ot the two pornt-ions 
desired 

The fourth component contains information concerning ^ 
■ heading indention; The first line of a heading at the top 
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one of four places: left ed?e of the 
second indention, third ^i'ndcijtion . 



of a c'arl nuiV tcgm at 
card , r ir s t indention , 
Mark th^-^^ box indicating the' preferred indention for each type 
K)f aided entry in» a pack. Second and third lines of a heading 
presently b.ogin at'^third indention* Each Member will be asked 
where it wants each indention to begin. 



Not a 
naire. If 



.1 roWs neod ,to, be filled out on any oral quest ion- 
tliz 1 eceiving catalog being described on a parti- 

- " bo 



cular CP<? is a c.helf list, tl^n only the first rev' should 
filled out as entries of the <)ther types will not b^o^incluaed 
in that catalog/ If tbe. catalog being 'described i a nub^^ot 
catalog, then \)nly the boxes on the three rows relating to 
subject entries should be filled in. 

^he last component refers to capitalization ust^l in 
headings at the top of -cards; the Member can have a heading 
either in all upper Case or in a combination of initial 
capital and lower-case letters. 



C. Request Procedures 

This section of tfie Manual contains dix'ectlons for using 
punch cards to obtain catalog cards from MARC records* The 
Catalog Production System provides for four basic schemes ^ 
differentiated by the types of call numbers used; namely 
use of LC cataloging data plus LC call number use of LC data 
with alteration of LC call number, us,e of LC data and Dewey 
class num^-r, and use of LC cataloging data with a local call 
number* jst libraries no^w employ two intermeshed procedures 
for caraloging. The primary procedure employs LC cataloging 
data; and the secondary procedure utilizes original cataloging 
when LC data is not available. The OCLC Oata.] og Production 
System integrates with present primary procedures. 

When td Request 

Libraries using LC cataloging data and LC call numbers 
should not request cataldg cards for a book until it has boon 
received. This is true whether or not the library his nt^rn 
cataloging data for that bpok in the hUC catalog, Droof- ■ 
slips, depository cards, or rome other source • i'l c^aialo^^ 
cards were requested earlier, cards for some books would b^j 
in the catalog before the book would be on the shvli . In 
some cases the booK v;oula* never be received. Since ^jards 
are received in packs ready to be filed in particula:^ cata- 
logs the Oiily way to remove cards for book^ not yet on the 
shelves would be a card-by-card examination of all cards in 
the relevant packs, a procedure t^at would negate the time- 
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saving bene/it of receiving cards in packs pre-sorted for 
^filing. , 

Libraries that utilize LC cataloging data but not its 
cajl numbers (using instead LC class number's, Dewey class 
numbers, or deviGing local call numbers) usually order a 

^single unit card be fore .requesting^ full ^ sets of catalog 
cards fpr booKn. Tii'^r,e unit cards may be requested either 
when the book in or»^cred or after it is received. As 
American book^ contain the LC card number it would be less ' 

^ expensive fox^ the Member library ,if it waited until these 
bookc3 had bo(Mi j^uceived before requestini^ unit cards. In tiiir; 

-^way it could '^.avo itself the search costs involved in lo^a M ru^, 
card numbers. Unit cards -for foreign imprints, however, 

•pould be ^^eques^ed when the book is orderedb^ as they will not 
•eonrtain LC card numbers and will have to be searched at some 

^ stage in 'their pro^ssingl , 

In a library using LC cataloging data and LC call numbe;ps 
procedures could be somewhat as follows. When an English 
language book is received, the cataloger would check the 
verso of the title p^ge to see. if the LC card number began 
with a "7" or "69". If it did, he would write^that 'LC' card 
number on the appropriate OCLC punch card (details below) . 
and that card would be sent to OCLC to produce the desired 
catalog c^rds. 

If tne* ca>^d number did not begin ^ith a "7" or "69", 
the cataloger cdlild search the book in Tiles of^LC catalpjing 
data such as t'^ie NUC. catalog j proof stip^ file^ or depository . 
ca-rd file. When he located an. LC catalog record describ'ifig 
the book and bearing a c^^rd number accompanied by the designa- 
tion "MARC", he would wi^ite the card number on the appropri^cite 
punch card to go^ to OCLC. 

Libraries thai do not use LC call numbjers should 'follow 
the same criteria in deciding whether or not to order cards 
for a work from OCLC, i.e. , it should be an English language 
monograph whose card number either begins with a "7" or-*'59" 
or is accompanied by the designation MARC. 

'Nljance the RrrOM Project will not bo finished in the ^ 

life-time of t^io O.'LG off-line system (wliich is schedulo<] lo 

end in Summer 1971), EngjLish Imguage books not having; an lA 
card number v;ith an initial "7^^ or "G9" 
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having an 
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record Vith tho MARC designation would be processed 
accbrdino- t the library's pr^esent cataloging system. All 
foreign languigo books, no matter- what the LC card nunber, 
would also be processed according to the library's present 
cataloging sys tern . 
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Inforrn^tion received OB" punch cards from Membt3X^s v/ill be 
stored in th^i OCLC nifiter file. A record Will be kept by _ 
Ploldin^ Libr iT'/ of each book cataloged, these records to in- 
clude The additions or changes requested by a Member. There- 
fore, libraries need to report an addition or change . OCLC 
only once. . , 

To u r R e a u i t i o n P roc edures 
_ *^ 

As mentioned above, there are four bas\p-C call numbor 
syst^^ms,^ each having different request procedures. Al; each 
'of these procedure^ is explained, certain opt-ion^ will In- 
discussed. These options permit each Member to alter t]\<^ 
cataloging and call number to satisfy its own requirijniciil.> . 

On unit cards, as depicted in Figure '8, LC call numbers 
or D'fewey class numbers are placed in a 22-positicn' area on^ 
the bottom line that is called the "user option area".* Thir; 
information is" includea only on cards in the rnit card packs. 
A library may' insert information in thd^s space on cards ♦in 
catalog packs% For example, an accession number could be 
plated in the user option area- This would be done with a 
brown ca2>d . . 

For each set of procedures there is -a corresponding 
flowchart (Figures 12, 13,^^14, 15)* These flowcharts 
represent' t^-^ various opticx^ks available to a Member when 
requesting catalog cards in acccJrdance with one of the four ^ 
basic proceaures . ^ 



Users of LC 



Cal^yNumber ^ 



(Figure 12) 



These Members request catalog cards by completing the 
blue punch card which requests production of complete packs. 
There are two options in making this type of request* 

Case \ . If there are no modifications to, be made to dercrip- 
tive cataloging and r*o holdings to record as a note, then^^a 
Member libr^if'y would send only a blue card to OCLC. Holdings 
information to be part of the call number should wriltc^n 
iji^the box in the lower,- right-hand corner. .of ^ the blue 
(Tigure 16 ) . » 

Case 7 . If a^lilrary does ^fant to Jify the LC Jala, or to 
record nddingo as a note rath.-^^ th<.n with the call number, or 
to inserL- inf oi matior\. in o the u^^^^r'f^ option area, the librar- 
ian" would use t^:^ br 
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card (Figure 21) with thte blue card. 
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work. This usually means an attempt to tmd a copy "^r .tne 
cataloging record made by the Library of Congress for that 
work. Once such information is located, it; is copied and 
the source noted. The searching stage ends here and the 
cataloging' stage begins. 

A cataloger takes the cataloging data located in the 
search step and compares it with the book to see xf they 
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Figure 12. Flowchart for library using LC call number 
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Figure 13. Flowchart for library using LC class mimbcr 
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Gortins and filing costs prorated in the same proportionr. 
as those for ATrRI., cost per card was.l9.7it and 20.7<: 
respectively. 

Even though ^.he studies producing those figures wei--- 
made over a six year period, with differences in the cost oi 
labor and materials, there, .is substantial agreement among 
them, especially the latter two. Adjustment of the 1963 
figures from the AfCRL study to take into account a 13. oi, 
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Figure 14. Flowchart for library -using Dewey ^la^ss number 
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In July, 1070 'the average weekly production, was -5, 2,5b 
card:;, aii.l Hh- rar.l por card war. 7.05^; in Aur.unf, the ' 
avGiMne w.'.^kly production dropped to. ^,G95, .ind i lie coct per 
card rono to 9.0 5-<?;^in September, the we-kl y average in- _ 
creased to b,U02, and the cost per' card dropped to /• 31^; m 
October weekly production rose iurther to 3,8 90, and the cost 
went down to 6.29^ per card. The maxiirum price that, can be 
charged per car.d is 9.5<^. 





"Figure 15. P'lowchart for library using a local call number 



Users of LC call numbers that employ the alternate class 
number s m-lied by LC for literature should use the green card 
?abe!ed ilTcLvrURK- to obtain a single unit card showing that 
a^ternateWs num.cr (Figi^re 19). After 'a book number has 
beep added to the class number, a full set of card-: can be 
ordered by using a yellow card. 



Users or 



Clanr. Number (Figure 13) 



Member libraries using LC class numbers but not book . 
nulaberc will a.K for catalog cards by <?o"^Pl^^ing a ^Tf^ 
punch car.; (Fir.-i.- IH) ,.nd forwarding to OCLC. ^he^f^en 
card ron.H-r.ts; (."LC to send a unit card (Figure 8) to the Mem . 
be^. Any H-n.-i. -woy library wishing a unit for any pur- 

pose shoul.l u.e a green card.. The green card labeled LIIER 
ATURE" should be used to obtain unit cards with ^heLC alter 
nate class number for literature. (Figure 19) After a call 
number has been constructed for the book, the library may 
SrSe^complete sets of catalog Qards by filling out a yellow 
punch card with the desired call number, i^, LC ( ^^s 
Sber plus local book number . A Member library ^^^juestin^ 
Complete sets with the yellow cards has two altei natives . 

'case 1. If there are no modifications and no holdings as 
H^t^ the library will send only a yellow card to OCLC^ 
(Figure. 20). ^ . ' . . • 

Case 2 . If a library wishes to modify the LC descriptive 
catalo ging, to record holdings as a note, or to insert in 
??;mation into the user option area, tl^ librarxan -will .end 
a brown jard (Figure 21) with th.. yellow, card. ■ • 

Dewey Usefs (Figure- 14) • 

Members of OCLC using a Dewey class number . follow the 
same -request procedures as do libraries employing an LC class 

number, with one exception. Dewey ^^^^a.^^^^^^^^.^^^jj,^ if 
by sending a completed red punch card (Figure 17) to OCL.. If 

TmARC record lacks a Dewey class ^^^^^ ' ^-^.^^^^.S:^ \T 
the option of gettiag a unit card with the LC call number in 
the uLer area, ovc. I hou^- h ihe request was submattcd on a rcO 



To obtain complete packs a Member will fill out a yellow 
punch card and exercise one of the foUovmg options. 

Case 1. When there ara no modifications and no "holdings note 
i^-ropo^?ed, the library will send only a yellow card 
(Figure 20). ' ' ' 
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Ohio College Library Center has developed a Cat.alog 
n Syntcm capable of h*%ndling the individual n<M»clr, of 
r libraries. Each Member library is likeJy to con- 
mhcv of holding libraries such as a general stack 
n, Reference collection, and departmental libr^riei; 
ber of receiving catalogs such as* author-title public 
a subject public catalog, an official catalog, a 
helf list, departmenta.l public catalogs and de- ^ 
1 shelf lists* To complicate rn.atters. 
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Cas^ 2< 



V/hen 




:bor v;ish:5 to .Tia):e modifications to add 
a holding note, oA infcrriation' in t'pie user option area, the 
librarian corplctds a brown punch card (Ftgune 21) and sends 
it tp OCLC* wiVii t/ie^y^^^f^lov} card (Figure 20) 



Users of Local Call Numbers (Figure 15) 



A iocal call number, a3 the term is used in this Manual, 
can be one oi Joveral things. It can J^e a "Complete call num- 
• ber made available by some source other than the Library of 

Congro:>n rajch ar; a Super iritcndont of Document s numlv-r^ nr an 
NLM numbci'. It fnay be a number compli^tely dcviacJ lucalJy. 
It may bt: a c^ombination of ' an, LC or Dewey clai^'J. iiumbt r wilh a 
locally created book .number. * Local call numbers can u >i«<i 
for entire collections or for special col'lections i^uch a;^ a 
documents col-lectio'n or a medical school library. 

Members who utilize local call 'numbers either for a 
*• special collection or for the- entire collection may request 
\ catalog cards by writing the call number on a yellow card. 

If they use LC class numbers ©r LC-assigned Dewey class 
numbers., they do this after having previously ordered unit 
cards with g^een or red punch cards. If they use call num- 
bers completely devised locally or available from some 
source other than LC they have two choices. They ^may first 
order a unit card* by using ^ a green punch card so that they 
may verify the fact that the cataloging data supplied by LC 
fits the book tney have iji hand before using a yellow punch 
ca^'d to request a complete set of cards. If they know from 
examination of the NUC catalog or' spme - other source that the 
cataloging data fil^s, they may by-pass the unit card sta^c 
, and send in a yellow card without the intermediate step of ^ 
" using a green card. When a library uses yellow cards to 

obtain qatralog cards, one of two alternatives may be exercised. 

Case 1 . A yellow card will be used to obtain ^cards bearing 
a local call number. (Figure 20) 

' Case 2 . If a modification, holdings note', or placement of 
data in the user option area is desired, the^lih^'riat\ rrhould 
send a brov;n card (Figure 21) with the yellow card. 



Modif icatioiva and Holdings Notes - \ . 

The brown card does not request catalog cards from OCLC. 
This card ;only laquests OCLC to alter the machine readable 
record whi.ch is used ^fp^r card production achieved by a blue 
or yellow card. Because instances, may occur in which a 
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works in all of the holding libraries checked in that row, 

Somo libT%-ir-ion maininin special cat_alog files^ not- 
'^oTatcd to -I :;iHH'itic holding library, for books havinp. 
special characteristics, such as a' provenance catalog lor 
books boarin'R lu^vkr. of previous ownership. The Catalog Iro- 
duction- System por>t;coGGS the capability of producing Gxtr^^ 
cards'* for such Gp6cial files.. Those members maintaining 
special catalogs should inquire of OCLC for procedures- to 
employ in requesting an extra card or cards. 
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library wishes to rcccrd rr.od if ic^tions Or tcj add holdings 
to the machine rci !abl'- record without cards" being produced, 
a Member in.-iy senJ a brown card to OC£C. without a card , 
requesting card production'. ^ ' 

D. Desc ription of Precoded Punch Cards , 

This Gection of tii'3 Manual explain^ the function of six 
precoded punch cards used in the Catalog Production System. 
Each punch card has a unique function, and, except for the 
green "LIT URi\TURi:" card, each is a different color. A de- 
tailed explanation of the proper method to use in completing, 
each, punch card is also given.' Figures 16 through 21 contain 
reproductions of the punch cards. ^ Although the brown card has 
not yet been- activated , a somewhat general and tentative ex- 
planation o.f ,its functions is given. When it has been fully 
defined and become an operatii^nal part of .the System, a more 
detailed an5 exact u-esc*ription will be sent to all Member 
libraries. 1 • .- * 

"One item' of -information that is requestedon all punch 
cards, no, matter what their color, is the LC card number. In 
the off-line system, the LC card number is the sole method of 
acces'b to a particular record in the data -base and must be. 
given to identify the bibliographical record wanted. 

MARC records corresponding to card numbers on blue, red, 
green and yellow cards will be sought in the MARC data. Members 
can elect to have their requests searched, against the master 
file for periods varying from one to thirty-pix weeks. If, at 
the end of the chosen cyc3(=>-^ - me, a MARC record has not been 
located in the data base, original punched request cards 

are returned to the Membf ^raVy which may, if it desires,, 

sepd a new request card f hat work to OCLC to start the ■ 
cycle again. If a member wishes to recall some puncht^d cards 
which ^have not yet hit a MARC record before the end of a cycle, 
it may do so by either letter or phone call. Once a MARC 
-record has been hit OCLC retains the blue and yellow- request _ 
carets as a record of the holdings of t^e Member library. This 
information will be transferred tC disc when the system goes 

on-line. • • ' 

> . 

An item of information asked for in a- box in the top-, 
right-hand corner 01 the' blue, red, and green cai-us and, at 
■the bottom left of yellow cards is calJed '^mporary shelf 
placement" (earlier .versions of these cards say ''Mafti ^ 
Untry'l). This .is for the use of the Member library only, to, 
enane it to loc5.te readily a book for which the original 
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Figure 10.^ Chart showing what ..Catalog Profile Questionnaires ^ 

have to bo completed for. a hypothetical Member library 
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then tlie first significant i^crk of 
placed in this box. ff , books are 
reeeipt, then that date should be put in 



the 'box, I n --^tl^ftnla^y , a Meniber library shx)uld put itfi that box 
whatever information will ^most e^asily allow it to locate a 

book if t lie punch c^rd is returned to. the library.. ^ 
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Aft'^r an institution his sent in its Catalo^^. Hyof i.lo , 
Quebliunnair*es , OCLC assigns it a number of three-eiiurae ler 
symboiL., -uiie lur ea*ch of its Holding libraries^ UCLC irn-n 
sends that Member ^library packs of colored puYich cards lt>, 
,used in i^equ(K;ting catalog cards for works in each huJL^^l L^ij.'. " 
library. The 'number of punch ^cards sent .iS; ^ determined by ; 
the size of the library and an estimate of the ^umjt^er pf . ' 
book^ they catalog weekly.. OCLC programs keep tr<:^cR\of the 
number of carda of each qo'lor sent for each holding library, 
the number they have sent ifi as requests v. and/ the average ^ 
number they send* in weekly so as to -know when, to send more - 
cards for that holding library. * New/ supplies of -colored 
punch cards should ther*efore be received beforg the* previous 
supply is exhausted% .^^If , hcwevex^, a holding library has not 
received new punch cards and it stock^ is, running low, it 
can re que st more punch', ca^r^.8^""f4^ n OCLC*. 

Packs of completed catalog- cards are mailed out weekly, 
usually on Mondays. If colored puftch cards are received from 
the Member - no^ laterwthan Monday, finished cards for tittles 
for wljioh Cjitaiogin^ data is alr*c4dy available, on MARC t^oes 
are sent out^a ^eek after the request has been ^received. 

Packs of catalog cat'ds ai^d of colored punchy cards are 
mailed t^th class T^y- OCLC. ^Postage costs are among^. the- ele- 
ments iucluded in calculating thp'cost pf catalog cards . 
Member libraries sending •coloV'ed puncn request cards may 
jise either 1st or H'th class mail. 
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Blue Pun^ch CVird (Figure 15) 



1 



■nnnu^ic; h onmnl ptp nacks of jatalog 



. f ' 

A blue cara is used te 
cards with LC c^ll nuji||,ers. To complete this py^ch card^ the - |C 
LC card numbc?sr should Jye typed or print-d in the box in the 
middle of the blue iard 
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Figure 16 and 17. Bl^e card and red card 
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involved. -If a "stamp'Vls required with th^ call 

h"': loc.ation of a.wc>p*^in a special collooticn in' 
library, put the^^^mp in the middle, box at, the 

Each line of the liolding::: and 
tdd to ^maximum of eight ohar.^cTors 
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Green iiuncj/ Cards xtFigure 18-19) 




A greenx^a^d should be* used by Members not ysing D^n;* •/ 
to request^x^ uni't- card;, -this 'unit card carries lfhe LC call 
number Irr^th^ bottom line (Figure 8). Members should use" a • 
green^c^ard labelled "LITERATURE'^ (Figure 19) to obtain a unit , 
carfi^earing an LC alternate literature class number in the ^ 
jer option area.- By recording the^ LC card riumbcr' in the box 
"found in the middle of the* green card, as shown in Figures- 
18 and 19, and forwarding the card to OCLC> the ^ Member will 
receive a unit card^with an LC call numbqr' or class numbqr. 



Red Punch Cai^d (Figure 17) 

A red card' is also^ used tp requ 
a red card, requests a unit card* beari 
By placing a LC card nijmber in^the.box 
red card, as in Figure'*!?, a Member .will' receive 
unit card. 

Yelled Punch Card (Figure 20) - . ^ 



* Hov/ev^i^ , 



s4: a unit card 
ng^ a Dewey class number/* 
X in the 'middle of the' 
the dfesired 



' A yeliow punch card is use^! by Members to request ^ 
complete se1?s of catalog cards ^b^ai^ing their local call Clum- 
ber. This local call number can consist* of both a locally 
•devised class number and a locality devised book number, of 
art/tC,6r Dewey class number ^with a locally devised bo6k num- 
bef , or noma other standard "call number sueh as Supdri nM'ndcnt 
•of^Documt'n! n or '"NLM- call'^numbcr . If holdinn- .-t.i,ti-m*MU i s ^ 
to bo part of t^e call'number, the Member should put I h^- in- 
formatiqn desired in^ 'the box designated' Holdings init>rmation. 
This information should • be' put in the box in the exact order, 
in which it is to appear on the catalog cai:ds^ 

The LO card number should be placed in the box to the 
left center of the yellow, card and the local, call number*, 
exactly as it" is to appear on catalog cards, should be placed 
in the larger box in the lower right corner of the card. \ 



< 



Care should be taken to . insure that each /character is cleirly 
and distinctly writton^jo that thei^e is iRO doubt which letc-jr . 
IS meant, e.g. , "U" or "V* or "J('' or "l/.. For this reason 
'typed call numt)ers a«i^e-pj^ef erable to hand-pri'nted ones- If 
call numbers are/printod by hand, ink should be used, not - 
pencil. • ^ ' , 

Since each c'lll number line will accomodate up to' ei^ht 
characters, no more than eight characters, including decimal 
points and blanJc spaces, should be arranged on one line* ^ , 

The sm^ll box labeled * Alternate calj number :tag' whn^h 
is located at the lower )|J.eft eivi of the local call nui^ber box 
is to be>ignored. It is 5^esigned tp--ct>ntain the *'^RC IT 
vai^iaKlfe field tag, for Local, call number, '090', which is 
automatically supplied.-'^by OCLC progj^ams. . ^ / . 

I K 

Brown Punch Card (Figure 21) ' , ^ ' 

A Member library requests ■ modifications to LC descriptive 
cataloging, addition of holding information as Notes,. Or in-- 
^ertion'of jj^nf ormatdon into the user option area on the bottpm 
line of a catalog card by usii^ a brown punch card. In 'the 
upper-right -corner of the cara is a bo5^ within which' the LC - 
card dumber should 'be typed or printed, as in Jigure 21. 
Immediately -below the LC card number there is a longer box 
.for the modification* • ^ - ' . 

. • The >change* to the descriptive cataloging should be'^^typed 
or printed in ,this box exactly (^s regard? capitalization, 
punctuation, spacing, abbreviations , etc . ) as it ife to appear 
on the 'catalog cards-- Only one line- of the text. to be on a 
catalog card should be, placed .ia the modification box o£ any 
brown .card. If the modification requires more than 'one line 
^to complete, then two, three, or more additional brown cards 
shcJiild be us^d^ . The num.ber of characters to be included in 
a line depends on the indention pbsitions chosen by a Member 
library and .at which indention 4 particular line starts. 

If there are a number o.f .different modifications for 
one bdbk, then each modification should be reported on a 
separate brown chrd or cards. ' , 

Directly beneath the modification box are boxes labeled 
"Tag" and "Subfield Code".. The ta^is^ a three-digit niimber^ 
used to designate, the field to be moHTfiad. (See Books; A 
MARC Format , 4th Edition, pp* 42-70)- This tag number can 
be selected from Figure 9'. * The sub-field code is a two- 
. character symbol designating a gingle data "element within a 
field, /rhe first character is a delimiter which- separates 



the sab-fiei , 



.Is is represented by the graphic symbol 
rne secor.:! cii^ac^z iv is an alphabetic on^*^and its exact jnean- 
ing varies fro:ri fi'.^ld to field. ,(See Books: A MARC Format , 
J4th Edition, pp. 4 3-7 0 for an enumeration of^the s^D-field' 
codes for each fit^la).. - . 

Some fields contain only one data element and /thus con- 
tain onlv one r.ub-ficld code. This is represented as "$a"# 
An ^'X.i^ipl'^ i'. field 500 (General Notes). ^ Field 250 (Imprint), 
on the other^hind, contains 3 subfield^s, $a for the place of 
publication, Ob for the publishers, and $c fo'r the'^cdates of 
publication. Tt in possible for fhe same sui)-field to be 
ut>ojtl ,moiv than unco in a particular , field . Thus, if a book 
c:unttrin:, l>>th a pL'inting date and a copyright date, each, 
one will ho dnr. f j^nat^^d by subfield code "$c" in Field 260. 

The library rfrquesting a modification can specify the 
field ^to be modified from Figure 9. IMless the -Member has a 
copy of Books : A MARC Format it wiir be unable to designate^ 
the subfield code so this box should be left blank. 

4 • 

In the lower-right corner of the bi^ovm card are 'cliree 
separate boxes , labeled Add "Delete'S and "Replace". A 
Normally, only one of the three boxes would be checked.^ 



^ The three small b^x^s marked Local Location have not 
yet been defined. ' . 

- ' Finally, th^rje is a short phrase found in the lower- 
middle section of the brown card that reads: 



"Brown card no. 



of 



A Meir^ber Li binary will complete this stat-ement -according to 
the numbofp pf brown cards used and in the order these cards 
are to be processed. For example, if four brown cards were ^ 
necessary to modify the. cataloging, the gihrases on the punch 
cards would be completed as follows : 



"Brown card no. 1 of H" 

"Brown cav4 no. 2 of H" 

Brown card no. 3 of 

"Brown card no. 4 of 4" 



first card 
second card 
third card 
fourth card 



The four. brown cards- would then be processed by OCLC* 
.in the numerical order designated ^ by the Member. 




CREATION OF MACHINE READABLE 'CATALOG ENTRIES; AN aCa^TATION OF THE'-'DAFA 
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PREFACE • - * , 

* • ^ * # 

This manual is designed to aid catalogers in. preparing catalog entries -in 
machine readable form for the on-iine cataioging system of the Ohit> Cpllege 
Library Center. |he manual is constrained' to tagging- and coding; it does not 
instruct in the use of a cathode ray tube terminal. Another manual that will 
appear in June, 1971 will describe operation of a terminal and input of data 

/ ■ ' ' ' 

other than that of a bibliqgraphit nature.. 

The Ohio Go'llege Library Center is grateful to the American' Libr^ 
Associatio'n and the Libra^ of Congress for allowing use of Data Prepgj^tion 
Manua 1 ' : MARC Edi tors ' (MARC Manual Vol. 2) that is-the ba^is of this mtnual. 
Much of th<e Ux% in the MAR€ Manual remains unchanged.. The Center is also 
grateful to 'the AmerJLcan Library Association for granting permissit)n to re- 
print Appendix I from volume -2, Yiumber' 2 of the Journal of L ibrary Autcidjfon: 
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INTRODUCTION ■' 



1 a 



On& of the basic functions of librarians over the year^ hps been the' 
Recording ^nd organizing of biblidgrapHic data to facilitate access to and use 
of the boo^ks and other materials contained in the col lections ^of libiaries. AK 

' f ^ V * 

tl^ough bibliograj|)hic data- may t^recurded and si .cd in a variety of ways; the 

card catalog recibrd.(3x5 card)* has beeii the preponderant medium uscd^ by Ubrarie 

in thelUnited States. 'The adveht of the* computer provides a new medium and 

# ' / 

technique for recording, storing, and processing bibliographic data. The infor- 
mation on card is the result of a con^lex data collec,tion process in which many 
peppl*e with' specialized knowledge record various kinds of data often on a manu- 
script card'. The purpose of this manual is to specify the additional steps 
required in the data collection pi^ocess ,to prepare bibliographic data for con- 
version into machine-readable foxT^n. 

Although detailed knowledge of the data processing wdri(^ is not 
necessary for those engaged in the dafa collection process, an understanding of 
certain basic distinctions between th(^ typed or printed catalog'^ecord and such 
a record in machine-readable form will aid in the accurate' preparation of cata- 
lo^^ing dat^ fo/ conversion into machine-readable form. Information may be ex- 
piessed Implicitly or explicitly. -'Perhaiis 'th<: basic difference between a typed 
or prinfed catalog repord and one in machine-readable form is that much of tlie 
infciTiiation* on the former is expressed iinplicitlvy , while in the latteT it is 
expressed explicitly. A hujilaiv being can look at a prijited jiratalog card, and 
-recognize t^-. n^es o£ its component parts (data* Hements) such as: place of * 
publication, date, pagination, etc., as well as where ^^ch of these elements 

4 .V - 1 - 



begins and -ends'. A mach'in* cannot make such judgments; therefore, a means must 

be provided by which i-t can discriminate between data elements and determine 

'precisely wheVe each element begins and- ends. Once this determination has been 

achieved, the bibliographic data can be'stored on a ^dium such , as magnetic tape ^ 

and the computer cin be programmed to manipulate the dat^ elements in^a val'iety 

of ways, some traditional, (3x5 catalog "card fomat) . some new. The p'roblem can 

b5^-lU5trate.d by imagining data in machine-'readable torm as a continuous string 

of characters as long'as is needed to. express the d.rta. Main- entry, title, and 

imprLnt arc traditidnally formatted as follows in -a catalog record: 

Grace, Willi'^m Joseph. 1910- 

RfcSpor.se to literature cbyQ William J . Grace. 
New York, McGraw-Hill cl965-3, 

In machine-readable forfii they would be strung but as: 

Grace. Wi lliam Joseph 1910- Response to \ 



literature rbyj William Grace. New YorkJ 



NfcGraw-Hi ll r l9fa^jl 



If this data were used in a computer, it would^ im'possible to write 
instructions that would allow tke machine to identify author and title or. for^ 
that matter. pWce. publisher, and date. • The blank character between author 
and title is no different from the other -blanks between words. Thus, just as 
the typefor printed catalog record has a format in which data elements are 
^ arranged in a precise and consistv^nt way from record to record, so does the • 
• machine-readable catalog' record haye a format in which the data elements are 
arranged precisely and labcUed^onsistently, -The major task o^ those involved 
in the preparation of .data for conversion to machine-readable form (descriptive 
and subject- cataloffefs^shelflister.%, etc) essentially will be to translate 
what they already know implicitly into an ekpjicit form in accordance with the 
rules and specifications set down by the designers of the macfiine-readable _ 
foiroat. This manual describes those rules. . 



In addition to traditional library terminology, other terms have *een 
used throughout the rules. These terms, and ^their definitions follow: 
Data Element 
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A'^data element is a unit of infunnation, e.g., pagination. 



Field ^. ^ . ^ ^ ^ 

A field contains data elements. Each field is assigaed a name whioh repre- 
* scnts the contents of that field,! e.g., collation, imprint, etc. There are two 
kinds of fields: fixed and vairiable. 

A fixed field contains ^ data element which is always expressed 

by the same nujnber of characters.,.^ For example, a date is always 

expressed as four ,nianeric characters: 1968. Languages are al~ 

ways expressed with a. three-character alphabetic code: i:NG = English. ^ 

A variable field contains a^data element, th^ length of which 
cannot be predetermined (main entry, title, etc.). -A variable 
field' may contain /more than one data element. ^ In general, a 
data element will be variable in length in the same way as the 
fifeld which includes it. For example; the collation is a , 
variable field made up of three data elements: pagination, , 
illustration(s) , am^size. Another^yariable field is imprint, 
^ made up of the da^a elements place, pfvblisher, dote of publication. 



Record • ^ 

A record is a collection of fields treated as a unit, 
a catalog card constitutes one exaniple of a record. 



e information on 



^ • A tag is a label which identifies a variable field. 
»■ 

Example: 100 j= main entry, personal name. 
A tag always ccmsists of three characters and for computer processing is always 
expressed as three numeric characters. * 
Indicator ^ 

An indicator is a one-c}\aracter code which supplies additional information 
about a field; Fbr purposes of input, an indicator generally wil 1 be inserted 
adjacent to the last character of the tag. ^ The exceptions to this rule are ^ 
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speci>fied 'at the appropriate places in the rules that follow. 

Exarnple: 1,001 = mailt en'try, personal name- -s ingle --suTname 

Numeric tag ^^Numeric indicator 

^ * ' • * ♦ . 

The indicator in the example above (surname) could be use^for arranging names 

according ta library 'filing rules (single suimajnes precede multiple 'Surname^) . ' 

* ■ , *• ' , ^/ ' ^ . 

The kind af informatiqn expressed by an indicator can be quite different frojn 

field to field. In contrast to the above'example , which expresses filing infor- 
mation associated with a personal name, the indicator for the title field in 
the following example indicates that the ti^le Uill be used a? an added entry. 
Lxample: 2451 = tit l^^-added ^ntry ' 

1 ' ■ ■ ■ 

-Numeric -^Numeric 
i tag indicator ^ r . , 

The MARC, II format lFor monographs allows the use of -'two indicators for 
'^ach variable field. Depending upon the field, zerd, one, or Xwo indicators 
aVe used'. ' 

Fie+ds with which indicators are used are listed on pages' 63-69 ^long 
witli the kind of information contained in their/ respective indicators. An 
indicato-r ,is always expressed as a^numeric character. 

Pieiimiter * . . ; 

^ K delimiter is a special symbol used fi^machine manipulation to separate 
datar- elements within a ficlj*. The special symbol u^sed as a delimiter is: =| 

' EJcaJ^^ple^* 'Cognation: 24 p. ^ illus. ^'23 cm. 
*r The delimiter in the^above example is used to separate the data elements 
making up ihc collation, namely, pagination, i Uustiat luns, size, 
S^ubfield cod es" 

Subfield codes a:^e Ibwer c;xise alphabetic chaiactcrs used in conjunction 
with^delimiters to identify data elements withia a fields. Taking f^n imprint 
as an exampj^/f its complete identification for the computer is as follows: 
260 +a New York, ib Macmillan, fc 1966. 



X 



0' 



The ti.^ /6. idej(t>fies the, field "imprint.** The- delimiter and subfield 



code,^'* identify and set off 'the place^f publication,' |=b identifies and- sets 
off the publisher^ j=c idelitifies and sets off the date of publicatioti. Know- 
ledge that is imp/icit to a human being looking at an imprint ha>-^been^de 
explicit to a computer, that must discfimiiiat'e. between data elements that simply, 
appear as a -string of characters. Each field will have as many subf iel^codes 
as tfie number of'data elements defined iithin the field. In the ca/e of imprint, 
as we have just seen, the subfield codes are: - • 
a - place | ' . _ * ' 

b - publi sher • . ^ ' 

c date . , » 

In the MARC II format for monographs the first data element in almost, 
every field is identified by an '^a,/' Siaice this condition will almost always 
obtain, it has been written into the computer pxograms, making it uanecessary 

" ' " ' 

for this code-ta be explicitly expressed on irput whenever the fii;si cJata tflenvent 
in the fiild is ^identified by subfield code "a." Thus the imprint ^can be tagged 
and delimited as follows: ' * ' , 

26p^y^ew York, j^b Macmillan, jc 1968. • 
The **a^* code used to identify place of publication will b^ generated by the 
.computer prfigram and therefore must not be explicitly input. 
CAU NUN^ER (090) . ' 

This field contain^ the call numbeo' asliigncd to a book for whit^h a cata- 

/: 

log entry is being made for i(\e first time into the OCLC system. 
A, IDENTIFICATION, 

1. Tag. The tag for the local call -number ist)90. It should appear, 
/in front of the call number ♦ ^ ^ 

2* Indicators. No indicators are used in either indicator .positiorT 
with the tag for this field. , i 

' .5- ^ ^ ■ ^* 

\ ■ ■ . ■ ■ ' 



' % 



r 3, Subfield cod</s and delimiters . Two data oj^ments have^ been defined 

i; that require explicit indentification by means of a delimiter followed by a 
subfield code. ' ' * v * 



I 



a. Data elements in call nujiibers are identified by subfield codes as 



follows: 



Subfield code 



a. (nevjDr explicitly 
input when occurring 
^ as th^^iJtst dati " 
element itx the field^^ 



Data element • 
Cl«>s5- number portion 



\ 



b. 



Examples: 
Ta|>. ' 
090 
090 
090 

090 --^^ 



Book nuiubei' p^^tion 

,Call Number ^ 
JK609 fb .M2' 
RT81,U6 |b N29' 
810.8 j=t^\;346 
266.0230924 j=b B597 



In a Library-of'^ongress ty^pe call number, a delimiter and sibficld "code 

^ y * ' . 

may be inserted between two Cutter numbers but never in the middle of such a 

nuM)er. Thus, when a Cutter number representing a furthen^iiPf^akdown of ' a subject 

is expanded la indicate authorship, the <falKnuiaber is tHjiuvalent to the cla^i- 
^ > 

ficatioft^ number. A delimiter and subfi^eld code "b*^ arc not required., , 
- W ^ r . . 

A 090 
i 



r 



Y 



BX 6480,B54R8 
V ^ 090 ^ HD4966.S4H68 

If this type of call number is followed by an edition. date or volume nuiAber, 



insert 'a (delimiter and subfield code '*'b** after the classification number. 

090'' «X 6480*B54R8 fb 1968 

09i). . ' HC -517.572034 |=b 1968 



When Cutter numbers signify form, do not regard them as part of the 

classification/ ^ ' ^ , ' 

090 ' ' * . HSV fh A3C2 where- 

A3 sig^^es documents. 
Some dates follow the class number and piecede the author number in the 
classification schedules to achieve a chronological rather th^ alphabetical 
order. Regard such dates as part of the clartsi f icatiqn ; the delimiter and 
subfield code "b"-follows' such -a date, ^ * 

090 ' DK274.3 1968 fb K3 

MAIN ENTRIES » ^ . ' , ^ ' ' 

A. INTRODUCTION. - ' ^ . ' ^ 

flames orj;nifo|fl titles may be used in a catalog record as author headings 

'in main erttriesT^subject .entries, added entries, br series added entrj^s. •^Author 
hea<fings-aVe names rap^le of authorship and irfclude personal names, corporate 
names, and uniform titles. All other headings are nonrauthor headings and in- 
clude topical subjects and geographic names that are nof political jurisdictions. 
In gejieral, the steps necessar>-*T'»/preparing author headings for conversion to 
machii^^eadable form r^nkin t^e same-Wtxcept for the tags- -'regardless of the * 
function of the. heading , i .1. , whether main entry, added ej^^try, etc. Ther^^for?, 
the* procedures described in this section, although illustrated with examples ' 
using main entry tags, are applicable, with appropriate subst itut4,on of tags, ^ 

• to^=^uthor headings used as subject entries, added entries, or series added ^ 
entries. Instructions unique to any of these fields will be given with the 
instruct;ions for the field'. . ' / ' 

Bach type of entry is identified by the first character of the numeric 



entry tag follows: 



' ^kiin entries 



Numeric tag 



Type, of ^ntry 



1 



4 


1 


6 








Maiii entry (author heading; (the ab-- 
sence of a main entry tag indicates 
entr/ under title,) 

Series statement traced the same 

Subject entry 

. ~ Added entry 

Scries adtkni entry traced differently 
from form in series statement 

Author heading^jN^e divided into three categories, Tliese categories remain 
the same regardless of the function of the heading, i,e,, whether^main entry, . 
subject 'ent.ry, adJ^d^intry, or series added entry. The second character of the 
numeric entry tag defines th^ category according to the followihf code: 

Numeric tag / 

Personal' name 
Corporate name 
Uniform title heading 





0 








1 













One subtype of corporate names, names of meetings or conferences, is de- - 

' ^ . \ 

fined by the use of a in the third character of the numeric entry tag; otftcr- 

* ^ ' \ , . 

wvse the third character of numeric entry tags is a- zero, 

^1 - * 

Numeric tag \ - ' ^ 

j l I oj , CqiToratc name- *( 

1 "[ r] ^ Meeting ov cuiiici'cnoe nanjc 

Rules 79. 88B, 119A, 13?-135, and 137 of the Af.A Rules and Rulps 87-92A of the , 

AA Rules determine the definition of a meeting or conference heading. The judg-* 

ment asyco whether a heading is a meeting or conference heading, is made solely ^ 

oft the basis of the heading itself, regardless of the nature of the material 

with which the heading is used. Jn case of doubt, treat the heading as a 



I 



.ERIC 



I 
I 



Main* entries ^ 



meeting or conference heading,' ' ♦ . * . 

A uniform title heading is a title joshed as a bibliographic entry, i.e., 

\ ' main entry, subject entry, or ^dded entry. \t must be distinguished "from those 
, if' o ' " ^ 

uniform titles, often called "conventiona,l/" or '^Yiling** tit les^^JvRJftti can be 

interposed in square brackets between the main entry and the transcription of 

«\ • - ' -i. . 

\ the tit^e page. 'Works entered undei: ti,tle (such as periodic^s', encyclopedias, 

^etc.)> which have no main entry o ther than the' title, are tagged 245. If these 

titles are used on other records a^ added entrieiJ jop sub ject entries, they are 

- t . 



tagged as uniform title headings. 

Numeric tag e "^^^^s^ 

J - 130 . . ' ' > 

130 

B. PERSONAL NAMES. ^ ^ 



Chanson,/e Roland _ / 
tnterncuSio^^l review (Zufich) 



licators 




in ^e firs't* position arc\u^d wijm personal^ 



Numeric 
indicator 

0 

1 

2 
3 



Category 

Forename 
Single surname * 
Multiple surname 
Name of family 

■ J 
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1. Indicators. 

namO^ to describe the foi-m o\ name to facilitate certain f i ling^^arrangements^ 
and in the second position t6\speci|^ whether or /lot the i|/ain entry, is also 
subject » Personal names^ are divided into four categoTie^. / 

These categories rema^in the same regardless of the function of the head- . 
ing. A one-character indicator, placed inmtediately adjacent to the" 
character -of the tag, idejitities the category according to the following code: 



Main entries 

Examples: . < 

Numeric tag - ^ 

and indicator 

lOQO i ' John the Baptist (forename) 

1001 - Walpole, William Winchester 

(single surnaige) , , 

1002 Johnson Smiths, Geoffrey 

X"^ul^ipl^. surname) 



surnames 



ICQ'S . *, * Medici, House of 

' ' . (family name) 

Although tjie distinction between forenames , 'single surniuncs v ' and multiple 
:es is usually clear, i>oi«e, names (oi\^rases used ias names-) jjresent .^nbi-^ . 
guities.'^ :fh«-f(a'lowing guidelines should be. used when assigniHg indicat^ors for* ^ 
personal^ names, ' la the. examples , only tags .and indicators have^been expressed. 

a. ' Treat^name§ hkving the structure of a fortippeCt^^'t^^order) 
as forenames: ' - 



Numeric tag — i 

and indicator . , ^ . Name 

^ ^ f * ' ^ 

1000 ^ ' ' Hilde|rade 

. , ^ ^\ Stendhal 

^' ' ' ' '* * / John, p^eud . 

* \ / Homerus * - . ^ \ 

\ John the Bafftist ^ 

' ^ * 1 Moses^ Ben Jacob, of Coucy , ! 

yT John of Salisbury, Bjg^. of Chart res 

Brother Bones , > 

« Master^ of the Aiirsterdam Oabinet ^ 
Pseudo-Brutus'^ 

Triin-v.in-'Irai 

b. Treat names having -the structure of a s^urname (jnvurted order) 



aC Surnames ; 




Numeric tag ' Name 

.and indicator - r- 

» ♦ 
XOOl Chi#ig, ^ Kai-shek 

* Queers, EUery, pseud . ^ 
Other, A N 



Main entries- 



Numeric tag 
and indicator 

" 1001 



Name 



Callisthenes , Pseudo- 
Fe'nelon, Ftancois de Salignv 
de la Mothe-^ 

Sand, George, pseud s of Mme. 

Dudevant, 1804-1&76 
Corneille, Cornelis van Beverloo, 

known as , 1922- 
Theotocopuli , Dominico, called 

El Greco, d^. 1-614 
Uccello, Paolo di Donoj khowif 

as, 1396 or 7-147& / • ' 
Aungervilld, Richard, known as 

Richard de Bury,- B£. of 

Durham, 1287- p4S 



c. Treat names known to be surnames but lacking forenames, as surnames: 

Numeric tag 
and indicator 



Name 



1001 ^ • - Clerckx. 

Smith. 
Sn«th, 

Smith, Mrs . , * ^ ^ ♦ ^ 
'In case*of doubt that a nam^s a surname, treat it %s a forename: 

1000 ' ^ Howard. 

^ ^ ' . Zelda. 

'Treat surname^ consisting of two or more words, with or without a, 

hyphen,^^as multiple surnames. This includes names beginning wit'i Old, New,' East, 



N4rth, Saint, Sainte^, San, Santa 
♦ 

Numeric tag 
and indicatoi^ 

. 1002 



riis >ncludes names Degini 
, etc., all of which. '^nne 



Name~ 



words, not prefixes^ 



" ^Ben-Ami, Aharon 

MachaUo de Assis, Joaquim Maria 
Day-Lewis,* Cecil 
Castel Branco, Caniilo 
. Saint-Gaudens, Augustus 

^ Santa Cruz, Alonso de. 
. » ' , ; \ Bcn-Avram, Rachmael — 

e. SurnOTes> consisting of multiple entry elejj^en^ts that include 

, prefi)(es are not to be regarded ^as multipleSaii^naines. - 



•Main entries 



me 



Num^eric tag 

and' indic3t6r ) 
. ^ . / 

^ lOQl ' ' De. Morgan," Augustus. ^ \ 

De La Mare, Walter , r 

^ Van^Buren, Martin 

N La Fontaine, Jean -de 

% O'Connor, Denis 

c f. Second indicator. A '*0** (zero) in the second indicator position 

specifies th^t- the main-entry is not a subject; a '4'' specifies that tht main 

entry is a subject, - ^ ^ 

* 2. Subfield codes and delimiters. Seven data elements have been defined 
^ ^ 

which require explicit identification by means of subfield codes. Jhe data 
elements are separated from one another in th^ data b)^ a delimiter plus a sub- 
field code." Of the seven data elements, five are in-^^gral paria uJ name heiidt, 
ings themselves (surname or forename, numeratitai,^ title, date, relator). • TWo 
are data elements that g^re used in conjunction with names as subheu^ings (form 
subheadings, title). , L ^ 

a. Subfield code -Va" - surname or forename. This subfield code is 

never explicitly input. 

- ' 'lOOl - Harris, Edwin (NO DGLIMITHR) * 

\ b. Subfield code "b" - numeration. This subfield code identifies 

Roman\umer:iiS used in tjie entry element of a name. / 

'tOOO Alexander fb I, fc Emperor of Russia 

^ 1^ ) Constantinus |b XI Dragases, \c hmperor of the 'iias^, \^ 

d. 1453 

1000 Iriedrich S\> I, Barbarossn > rin|>r tox^H" Ik-rmany , |d 

1121-1190. 

1000 Mary, fc Consort of George V (NO DHLIMITER) 

1001 * Evans, Montgomery, j^c II 

c. Subfield code '*c!' - title. This subfield code- identifies all 
titles designating rank, office, nobflity, terms of address, initials of an 
academic degree or denoting membership in an organization, or any other words 
or 'phrases ^associated with a name.' 
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1 

• - Main ^'ntrifes 

IDOl Karnes, Henry Home, Lord ^ . ' 

. 1000 Anselm, |=c Brother , P,S.C. ' 

1000 Claude d 'Abbeville, pere * ^ 

1001 . Aungerville, Richard, fc know^ as Richard de Bury, 

of Durham , f^d 1287-134S 

' d. Subfield j:ode "d" - date(s). This subfield code identifies bir 
death, or flourished dates used with a name. 

1001 Karnes, Henry Home, j-c Lord , jd 1696-1782 

1000 Joannes de Rupescissa, j^d 14th cent. 
V ~ 

1001 ' Lin) Li., fd chin shj.h 1152 

e. Subfield code "e" relaror^. This subfield code identifies any 
phrases which describe the relationship between an author and a »work (ed,, tr. , 
comp. , etc.) • , . 

1001 Smith,* Elsie^ fd 1900-1945,' j=e ed, ^ 

f. Su>vfield code "k.** Thi^ subfield code identifies form subheadj^ngs 
used with S name. * • , 

1000 ' Aristoteles. ^k Spurious and doubtful works . 

Headings for anonymous classics based on the lives of person's (headings consist- 
ing of personal ,najnes to which the term *'Leg^nd" has been added) are treated as 
personal name headings, and the word "Legend'' is treated as a form subheading*, 

' * 1000 Francesco d* Assisi ^ ic Saint . |k Legend. 

No additional elements beyond a fonn subheading are identified or delimited, 

1000 Cyprianus, of A^nioch , |k ^v^end, Martyrium 

' Cypri ani et Jubtac , 

^ Subfield code *'t.*V This subfield cod^ identifies a title used as 

a subheading with a name (rarely occurs in a main entry) . 

' ~ lOOl Shakespeare, William, j=d 1564-1616. j:t Hamlet. 



■ ) 



' ' * • ___ Main entries 

Note that in aU the above examples, eSph data element presently 
particular name (except the one occurring firit) hasbeen explicitly identified 
by the appropriate subfielJ code(s) and has been 'separated in the data from 
other data elements' by a delimiter. Further examples of n^es illustrating the 
placement of delimiters' follow: . ; ; 

Name 



Joseph , l^c Nc^ PtMco ch u'f 

Thomas |=c (Anglo-Norman Pwt) |=d 12th ceiit . 

C^restien de; Troyes ^ fd ' l2th cent . ^ 

Joannes Eleemosynarious ,^ |=c Saint , 
Patriarch of Alexandria , j=d d, 616? 

Mary Just, Sister 

Small, Frank, ^ JrV 

Stuart, John, fc writijr -on aviation 

Queen, Ellery, pseiJd . 

' Sand, George, Jseud . of Mine, Uudevant, |=d 
1804-1876 ^ 




1000 
1000 

Single surnames: 
1001 
1001 
1001 
1001 



1002 
1001 



Dionysius Arcopagita , Pseudo- (NO DCLIMITER) 
Callisthenes, Pseudo- (NO DELIMITKR) 
Names "of writers known under sobriquets, nicknames, etc. (treated as 
surnames for assigning indicators).*^ _ > 

1001 



1001 



1001 



1001 



Corneille, GunVlis van lieverloo, 
known as, |d 1922- 

Uccello, Paolo di Dono, |=c known as, J=d . 
1396 or 7-1475 

fheotocopuli , Dominico, ^c called El 
Greco, j=d d. 1(>14 ^ 

Aungerville, Richard, known as Richard de 
Bury, B£. of Durham , ^d 1287-134'5 
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■^--^^ ^ "^^^ Main entries 

C. CORPOH^TE-^i^lE'S "(ex^ names of meetiTt^s and conferences) ."^ -. 

1. Indicators^T^^^^ position are used with corporate 

names to describe the form of n^e"^- facili,m^-<e^ filing arrangements and 

in the second position to specify whether or not the maih^^ntry is a subject, 

Corporate names arc divided into three catvgorifs. These categories remain the 

same regardless of the function of the heading.* A one-character indicator, placed 

immediately adjacent' torTtlF third character of the tag, defines the category 

according to the following code: ' 

Numeric / Category ^ 

indicator 

0 Surname (inverted)' .-^^ 

^ 1 Place, or place plus name 

^ 2 Name (direct bi^er) 

Examples: ^ . 

l<Iumeric tag 

and indicator ^ 

1100 Little (Arthur D.) inc. (inverted 

s * surname) 

1101. - ' ^- San Francisco. (place, or place^^^::* 

plus name) 

1101 San Francisco. Museum of Art. 
4 (place, or place p^us -name) 

1102 » * ^Berlitz Schools, of Languages of 

- Ajnerica'. (name, direct oi^der) 

A '*0** (zex^u) in ihe second indicator position spec i fics ;that liio main entry 
, is not a subject; a 'T* specifies that it is a subject. 
Treat names of ships as corporate nan* . » 

2. Subfield codes ind delimiters. Four ty>iJS of data elements have been' 
defined which require either implicit or explicit identification by m^ns of 
subfield codes. The data elements are separated from one another in the data 
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Main entries 

by a delimiter plus a iub field code, the four t>T3es of data elements identified 

are entry element, each corporate name or corporate subhtadang following the 

* •% ' 

entiy. element, form subheadings, and title. Form subheadings and titles are 

t 

data elements that are used in conjunqtion with names as subheadings. 

/ " . ; > 

a-. Sublft eld code "a'' - name or entry element. This subfield code is 



never explicitly input. _^ , ' 7 " 

1101' San' Francisco (NO DELIMITER) J ^ 

1101 . San Francisco. . fb 'Museum of Art 

i 

b. S^ubfield codp "b." This subf ield^code identifies each corporate , 
name or corporate subhVading following the enWy element. In general, "^vi^^ ? 
code is used to identify each syrrirfieading' for which an authority card is mude. 

lioiz . Bell and. Howell. |=b Mj^ro Photo Division . 

1101 U.S.* ^b Congress . \h tlouse. ^b Commrttee ori- McTctrantr 

' Marine and Fisher Jbs" \h Subcommittee on Fi^hqries 
\ ^"d Wildlife Coyjetyatian . 

1101 U.S. fb 87th' Congress, 2d session, 1962 . fb House . 

1102 United Presbyterian Church in ♦.the'^lJ.S.A. ^lynods . ' 

j=b Texas. ' ^ ^ 

c. Subfield code "e" - relator. This subi'ield code identifies any 

phrases which desaribe the relationship between a corporate author and a work 

(plaintiff, complainant, defendant, respojidant, etc.). 

^1102. • Atchison, Topeka and Santa Fe Railway Company, 

et al., defendant^ 

^ 1102 ' Hastman Kodak Comp;my of Now Jersey, |o -defendan t - 

a ppellajit . ^ . ^ 

d. Subfield code **k.** This subfield ' code identifies form subheadings 
used with a name. 

1101 , U.S. ^k Laws, statutes, etc . 

1102 Hittites. ^k Laws , statutes , >j^c . 
1102 Jews. |=k Liturgy and ritual . 

- 110^ British Museum. |=k MSS. ( Bruce 96) 
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Main entries 



No additional elements beyond a form subheading are identi^fied or delimited unless 
the subheading is followed by a title in an author/title type heading. \x\ such a 
case the title is identified by sutffield code "''f' (see Paragraph C.2.e below). 

1102 . Catholttbi^ Church. ^K^ Liturgy and ritual . E nglish . 

1102 Orthodox Eastern Icihurch, }=k Liturgy ^nd ritual . 

Menaion. English . ' / 

» « — ^ 

1101 Cambridge. |:b University. }=b Library. [:k MSS. , ( Gg 4.27 ) 

Note: Treat the Declaration of Independence and the Articles of Confederation 

as a fona^bubhcading . / 
1101 \ U.S. |=k Declaration , of Ind ependence . • . - 

*1101 U.S. |=k Articles of Confederation . 

e. Subfielt! code "t.*'- Thi? subfield code identified a title used as a 

subheading with*tt^ame (rareiy occurs in a main entry). • - ' 

1101 U.S. \h Dept . of State . |=t The Department of State ' , 

bulletin. ' ,^ ■ ^ 

Note that delimiters are not used between place name units separated by ^ 

commas or parentheses. . ' ' 

ft 

1101 • Quebec ( Province) (NO DELIMITER) 

1101 Medina, Ohio. • f b Senior High School. , ^^b C lass of 1966 . 

1101 * Washington (Stale ) Pollution Control Oommission . 

D.^ CORPORATE NAMES - MEETINGS AND CONFERENCES. 

Indicators . Indicators in the first position are assigned to names of 
me&tings and ccfjiferences in the same- manner as they are assigned to other corporate 
names, i.e., to describe the.fonn of name in order lo facilitate* certain filing, 
arrangements; indicators in the second posi,tiun specify whether or not the main 
entry is a subject. Xlorporate names are divided into three categories. These 
catego^ries remain the same regardless of the f«hctipn^of">he heading. A one- 
character indicator, placed immediately adjacent to the third character of the 
tag, defines the category according to the following code: 



In 



- / 



M^n entries 



Numeric ' 
indicator 

0 

1 

2 / 

Examples : 

Numeric tag 
* and indicator 

. 1110 ' 

nil 

1112 



Category 

Surname (inverted) 
Place plus name 
Name (direct order) 



* Mendel (G,) Memorial Symposium 

'1865-1965. BiiliMi, J:96S. ^(surname, inv.) 

Paris^ Peace Conference, 1919 
(pla«^e plus namej/*^ 

Confereiice o* Categorical ^Algebra, 
University of CalifSi^nia , San t 
Diego , 1^65. (name, direct order) 

A '*0" (zero) in the second indicator position spec^.fies that the main entry is 
not a subject; a *'l" specifies that the main entry is a subject. 

2. Sub field codes and delimiters . Eight data elements have been defined- that 
require expli^t identification by means of subficld codes (name, nianber, place, 
date, .each corporate^ subheading, miscellaneous, form subheadings, title). The 
data elements are separated from one another in the data by a delimiter plus a 
subfield code. 

a. The most frequently occurring data elements in name SpOf meetings^ 
and conferenc-os are those that are characteristic of this ty^^^of name, i.e., 
name, number, place, and date, identified by subfield codes a^; follows: 
Subfield code Data clement 

a ' Name of meeting 

b 



c (expressed only once though 
more than one place may'- . 
occur the heading)- / 



Number of- meeting 

Place held 

\ 



Dite held 



^ 4 



These data elements occur most frequently in two patterns: name, nuniber, place, 



Main entries 



date; or name, place, date. 

Numeric tag 
and indicator 

1112 



Data 



Example 



1112 

1112 
J112 



Name, Number, |=c Place, |=d Date 
Name, ^c Place, ^d Date 



Sobel Conference, 1st , |=c 

Gustavus Adolphus College , f d 196S . 

Symposium on Physical Aowvity and 
tfie Heart, f^c Helsinki , 'f^d 1964. 



' Note that the place unit can be made up of the name of an institution and/or 
place'name. 

1112 Conference on Categorical AJi^ebra, |=c University 

" , * of California ^ San Diego , 1965 « 

Note also that when the entry element for the name of a meeting or conference is 

a place name, a delimiter is not inserted between the place and the name> This 

— ? : ■ ' 

is diffe^^ettt^ from the prcftcdure followed for other corporate names . 

Ilia Paris. Peace Conference, fd 1919. 

b. Subfield code, "e." This suhfield' code identifies ^ach corp >rate 

•ten 

subheading used with a name of a meeting, or conrerence . Lts use is similar to 

the use of subfield code "b" for other corporate namias. 

1112 \ ' International American Conference. \h 1st , }^c 

Washington , D.C. , ¥d 1889-1^90. fe Delegation 
-^—^^ from Haiti . 

V. Subfield code "g." Tliis subfield code i<?enlifies any \'mi sccManeous** 

data elcmlenls that may >^ccur in meeting or con-ference headings and which are 

not identified by any/Other subfield* code. 

1112 



International ^Congress*of Architects, fb 15th , f=c 
K,ashington 7 D.C.- , f d 1939 . j-g ( Projected , not held) 

d. Subfield code ^*k." This subfield code identifies form subheadings 



in/tl 



used with a name and i^ used in/the sSmejianner as for other corporate n^es. 
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' ' Main entries 

/ 

e. Subficld code "t.^^ This subfieltJ^codfe identifies a title used as a 



subheading with a name (rarely occurs iT>'a main entry) 



4112 



Symposium ^n Physical Activity and the Heart, 
|:c lleUinki , j^d 1964 . |:t Proceedings. 



t: 

/ \ 



t 
I 
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E. UNIFORM TITUE HEADINGS... 

Auniform title heading is 'a title used as a bibliographic entry, i.e., main 
entry, subject entry, or added entry. Jt;must be distinguished from those uniform 
titles, often called "conventional" o\ "fi ling" titles , which can be interposed in 
square brxcckets between the main entry and the transcription uf the title page. 
Works entered under title (such as periodicals, encyclo|ieUias , etc.) which have 
no main entry o ther than the title, are tagged 245. If these titles are used ^n 
other records as added entries or subject entries, they are tagged as uniform 
title headings. ^ • 
Numeric tag 

130 ' Chanson de Roland 

130 International review ( Zurich) 

Treat as uniform title headings, headings consisting of names of radio- programs, 
motion pictures, etc., and names of anonynious works, and some treaties ahd 
intergovernmental agreements, concordats, composite manuscripts or manuscript 
.groups which have been 'given uniform titles or designation^. 



130 



3^4- ^^ program) 



I 
I 



Americans at woi 

Elephant bay ( Motion picture) 

llabnkkuk commt'nt :\ ry 
. Book "of Lismore 

Dead Sea scrolls 

* Moabite stone 

Manuscript treatise on arithmetic. 
L atin . 14th c ent . 

Versailles. Tre^aty of, June 28, 1919 
(Germany) . 

20 - . • 



Main entries 

Exceptions: 

a. Treat headings f^r manuscripts having no name and consisting of- the* 
name of a repository followed by MSS. and the 'respository' s designation for the 
manuscript as corporate hame headings. , . • 

• 1101 Cambridge/' |^b University, fb Library, fk MSS. ( Gg. 4 

b. Treat headings for anonymous- classics based on thfe lives of^. persons 
(headings >consisting of personal names to which the- term "Legen.d" has been addecT) 

''as personal name headings. 

* 1000 Francesco d' Assisi , j^c Saint , Legend. 

If, how^ever^ a heading co^ists^of a holy thing to which the term "Legend'' has 
been added, treat the heading as a Uniform title heading, 
130 Grail. Legend. 

1. Indicators. No indicators in the first position are input for uniform 
title headiiigs except when the^ are used ^ai added entries (tag 730). A "0" 
(zero) in the secon\*-'ihdicator pd^^^tion specifies tha^t the main entry, is not a 
subjecp^ a "1^' in the second position specifies that it is a* subject. 

• 2. Subfield codes and de;limiters . Two data elements have been defined 
which require explicit identification by means of subfield codes (name, title). 

a. Subfield code ''a'^ -.name or entry element.* This subfield code is 
never explicitly input. 

130 Chanson de Roland r ' 

#/ 

130 International review (Zurich) 

'« ' 

b. Subfield rode '^t." This subfield code identifies a title used as a 
subheading with a uniform title heading (rarely occ^^rs in a main entiy) . 

130 Chanson de Roland. » \r\. The song of Roland- ^ 

130 Si\ge d'Orle^ans (Mystery pldy) |=t- Saint Joan of Orleans 
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Uniform (filing) title 
> ' -Tag 240 

# 

UN-IFOR?! TITLE (24of • . ' , ' . , , 

' L . - ' " • 

A. IDENTIFICATION. • ' ^ 

" ^ uniform title 240. 

2. Indicators^ Add 'U" as indicator in the first position to the tag of 

a uniform title/ The second indicator position i^ always blank, 

Ntuneric tag 
^ and indicator 

2401 , r-Immigration and nationality act^ 

3, Subfield codes and delimiters . No subfie'd codes or regular delimiters 
are explicitly input for this "field. Data elemenjs are separated from one 
another by a delimiter plus a subfileld code. 
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Romanized title 

' . • Tag 241 

ROMANIZED TITLE (241*) 

Whenever the title in^a record is^in non-Roman characters, two sets of pro- 
(^edures must be followed: (1) the editing steps necessary to prepare the title 
field forinput/and (2) the editing steps necessary to prepare the "Title 
romanized" note for^ input. 

A TITLES IN NON-ROMAN CHARACTERS. The editing procedures for .preparing for 
input a title field in non-Roman characters arc very similar to those followed 
in prepar44Tg notes containing non-Roman characters (cf. paragraph B.2 of the 

section for bibliographic notes), * 

1. Titles in non-Roman characters will be romanized for input., 

2, ' Delete the non-Roman characters, supply the romanized characters (from' 
the^'Title romanized:" note 'such as found in LC cataloging) followed by the 

• ♦ * 

phrase "(rpmanized formj", and enclose the romanized characters plus the phrase 
"fromani^ed form)" in brackets. The brackets are necessayf to indicate that the 
characters which they enclose actually' do, not appear on the title page. 
B. "TITLE ROMANIZED" NOTE. "A, note .beginning 'Title romanized' is included In 
the entry for each wor/ the title of which is in non-Roman characters ... This 
note- is placed in 'the lower right corner of the entry, following the tracing" ^ 
(AACR 150). Observe the following procedures in editing the "Title romanized" 
note: • 

r 

1. Tag. Tlie tag for a romanized title is .Ml. ^ 

2. Indicators . ^ Indicators are used to show the presence or absence of a 
simple title addeB entry (defined by the use' of the word "Title." alone In the 
tracing). A one-character indicator, placed immediately adjacent to the third, 
character of the tag specifies 'this condition according to the following code: 



Romanized title 
Tag 241 



Numeric 
indicator 



0 ''Title," n'ot in tracing 

« 

1 ^ "Title/*, in tracing 

Note that this procedure is analagous to the one followed with respect to title 
added entries derived from the short title (245), The only difference is that 
in the case of a record with Roman alphabet characters, the title added .entryV 
if any, is derived from the chai:acters in the short title (24S); in the case 
of a record with non-Roman characters at the begipning of the title field, the 
title added entry, if any, is derived from the characters in the "Title 
rbmanized:" note rather than from the title itself. This is done so that; the 
characters actually used for the added entry are characters from Roman rather 
than non-Roman alphabets . 

3. Subfield codes and delimiters . No sub field codes and delimiters arc 
explicitl/ input for this , field. 
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Title statement 
I Tag 245 



TITLE STATEMENT (245J . 

The titl,e statement includes the title and all information up to, butp^.not in- 
cluding, the next field (edition statement when present; otl^rwise, imprint). A 
full title is defined as the distinguishing name of any work and includes the_3 
alternate title and subtitle when present. In addition, a title statement may 

consist of components named and defined as I'ullows: ' 

C ' ' ' ' 

Short title - that part of the titlo up to the first' logical break--usu<il ly 

a punctuation mark. The short title is equal to the tU\e ^ 

added -entry as defined by the word ^'Title." in the tracing. 

^» The word "Title/* rcfcxs to that portion of the title which 

extend$ up to. the first mark of punctuation, unless the . , 

cataloger" has indicated otherwise. . When the short ^title 

has not been defined by the presence of a simple title 

added entry in the tracing, the editor must make his own - 

determination as to where the 'short title enas; In riiaking 

this judgment, bear in mind $hat the short title shonld be 

long enough to identify the work and should also be cpmpre- 

hensible. • . . 

Remainder of the title - that part of the fUll title (including alternate 
' * titles, subtitles, other titles in the same language, titles 

in other languag<*s) after the short title and extending up 
' to the* remainder of the title page transcript.i*on. 

Remainder' of. the title page transcription up to the next field - that part 
of the title page transcription after the full, fitle and 
' . extending up to the next field. The. remainder of the title 

* page transcription generally includes statements of author- 

ship, illustration, etc. 

a' identification.' ... 

1- Tag. ;The tag for title is 245. 

2. Indicators . Indicators in the first position are used to show the" presence 
or absence of a simple title added entry. If the title is to be traced., the cdift- 
puter program will aul;^oinaticaI ly create "I. Title." a., a tracing. A one-char- 
actef indicator, placed immediately adjacent to the third character of the tag 
specifies this condition according to the following code: 



) 



4 



Titl^ statement 
Tag 245 



Numeric 
indicator 



0 'Title," not to be in tracing 

1 "Title." automatically put in tracing 
Examples: 

2450 Chinese medicine, by Pierre Huard, 

(NO TlTLli ADDLD liNTRY). 

2451 I Messenger to the guidon people; 

, the 'story pi Lennie Iglesias 
by Margaret fglesias 
> , (TITLE ADDED ENTRY) 

The second indicator position is always blai^k. 
3, Subfield codes and delimiters . Three data elemcmts^ave been defined 
which require explicit identification by means of subfield codes (short title, 
remainder of title,, remaipder of title page transcription up to the next field). 
The data elements are separated from one another in the data by a delimiter 
plus a subfield code. 

a. Subfield code "a" - short title. This subfield code is never 

explicitly input. 

2451 Sold for silver. 1st ed. 

The indicator specifies that a title added entry is to be made. No delimiter 
is required in the title because it consists of only one component. No delimiter 
is necessary to separate the title statement from tho edition statement J^ecause 
the latter will receive its own tag which also serves as a separator between field 
Observe the following practices with respect to delimiting short titles: 
1) Titles with dates that take the form "1964-1968": delimit the 
short title after the date. 

2451 Disarmament and Sdviet policy, 1964-1968, |=c 

by Thomas B. Larson. 
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^ 2451 Canada 2067: Canada ifi >*ffe next century, 

^ by John Smith. 



Title statement 
Tag 245 

2) Titles with a Colon as first mark of punctuation: delimit the 
short title on the basis of the next logical break after the colon. 

ia xti^^t next 

.3) Titles with brackets in the middle of the data: exercise judg- 
ment and delimit the short title on the basis of the next logical break a/ter 
the bracketed data. 

' 2451 Catalogue of musical instiuiiients [In theU 

Victoria and Albert Museum |=c [byj Raymond Russell. 

b. Subfield code **b*' remainder of the title. 

2451 Sold for silver; ^b an autobiography, =c by Janet Lim. 

The indicator specifies that a title added entry is to' be made. The delimiter 
after ••silver;" separates the short: title from the remainder of the title and in 
so doing specifies for the computer the characters comprising the title added 
entry. This same delimiter also specifies where the '{remainder of the title" 
begins and .he delimiter after "autobiography" specifies where it ends. 

c. Subfield code "c" - remainder of the title page transcription up 
to the next field. 

2451 Sold for silver; |=b an autobiography, |=c by Janet Lim. 

The indicator specifies that a title added entry is to be made. The computer 
program will add "I. Title." as a tracing. 1hc delimiter after "autobiography," 
separates the remainder of l.hc title/ from the remainder of the title page tran- 
scription up to the next field. This delimiter specifies for the computer the . 
characters comprising the full title of a work.^ 

The following examples further illust^rate the assignment of subfield 
codes and placement of delimiters for titles:. 



I 
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Title statement 
Tag 245 



2451 



Myrdali Gunnar, 1898- 

Monetary equilibrium. New York, A.M. 

Kelley, 1965. 



The title consists of only bne component identified by.subfieW code "a," which 

is never explicitly input. • 

2451 Culver, Eloise Crosby. , 

Great American Negroes m verse. 1723-1965. fc 
Illustrated by Lois Mailou Jones. j-Washmgton. , 
Associated Publishers, cl9b6 J 

The title consists of "two components: short title nnd ,e„,ainder of title page, 

transcription up to the next fie^ld. Sybfield code "a." which identifies the 

short ti,tle component, is not explicitly input." Subfield code "c'.. identifies-^ 

the remainder of the title page transcription up to the next field. 

2451 . BlatTchard, William • 

** Rousseau afid the spirit of revolt; a 

* psychological study, fc by William H. Blnnchard. 
Ann Arbor, University of Michigan Press x:^967 ^ 



2451 



2450 



Mosonyi, Esteban Emilio. . , /./.-n^ 
Los yaruros de Guachara fb (to-anabfc kjOjO 
jiri'pume'guidirO' ) Ensayo" de planificacion 
indigenista integral. Caracas, 1965. 

Hommage\ Henri Berr (1863-1954); j^b commemoration 
(^u centenaire de sa naissance. [.Paris -3 
Editions A. Michel j-1965-j 



The example beglnnin'e «ith "Uomn.age" illustrates a work entered under title. 
- Since there is no title added .ntry, the indicator used is ■■O." The title state- 
: «nt consists of a short title and the re.ainder of the ftle. The short title 
■ should be I'ong enough to identify the work and give an adequate sense of its 

nature. 

2451 Witvrouw, Marcel. 

Le comport ement humain. L'homme dans 
la societe fc cpar^ M. Wil;vrouw et R. 
' Remouchamps. Bruxelles ... " 
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Tag 245 



2451 Bento, Antonio, 

Panorama da pintura mddema brasileira, fb 
Panorama de la peinture moderne bresilienne. 
\ Panorama of modern Brazilian painting- Text. 

by Antonio Bento; ^comments on the pictures 

by Jose'' Paulo Moreira da Ponseca, Rio d J' 

Janeiro? 3 EdiArte, 1960- * . 

The example under Bento illustrates a record with a title in several languages. 

The two- titles after the fi-rst (short title) imiku up the remainder of the title 

and are identified by subfield code *'b"- 

2451 Dumas, Alexandre, 1802-1870. 

La Reine Margot, |=b Roman, :i |=c Prefs de 
Gilbert Sigaux. Lausanne, fid. Rencontre, 1967,. 

2450 Descartes, Rene^ 1596-1650,^ 

Descartes, j^b- c^eleccion de textos; 
estudio preliminar dca Risieri -Frondizi. 
t^Buenos Aires j Centro' Hditor de America 
Latina 1:1967^ 

2451 , ' Averoff, Michelle. 

Jadis en Romanie , , , f c Introduction de 
M. Andre Mirambel Paris, Je? Belles 
' lettres, 1965. ' 

^ 2450 .U.S. Library of Congress, Map Division, 

"a* list of mafis of America in the - Library 
of Congress, fb Preceded by a list of works 
relating to cartography, ^=c by P. Lee Phillips, 
Chief Df the Division of Maps and Charts. 
New York, B. Frank li^n i-1967? j ' 

2450 Sucre, Venezuela ■ / 

Antepi-oyecto: ' IM.umIc desarroUo econoinico ^ 
* * y social del estade Sucre; tl> primera presentacion 

(1960) a la Asamblea Legislativa. i:Cumana, Impr. 
del Estado, 1960? 3 

2450 London, University. Institute of Germanic Studies , 

Hofmannsthal; studies in coinmemoration, \c Edited 
by F, Norman, director, London, 1963. 



Title**tat ement 
. - Tag 245 



Note that in the example under London the semicolon following Hofmannsthal. is the 

first logical break, but a delimiter at this point would result in only 

"Hofmannsthal" appearing in a title listing. Since this is less informative than 

"Hofmannsthal; studies 'in commemoration," the short titl^ would he better extended 

through "commemorationV' In reality, the "short title" and the full^itle become 

the same, identified by subfie I'd code "a," which *is not oxplrcitly input. 

2451 1842 t^.e. Mil ocho cientos cuarc-nta 

-y dosj; 'panorama y sigrtificacion del ' % 
moviemiento literario. 

2451 , Dr. ci-e. Doktor-j Katzenberger^s Bad-Reise. 

The two examples above illustrate titles, beginnin^^ with numerals or abbreviations 

in which words have been supplied and enclosed within brackets. ¥ok purposes of 

inserting delimiters, the words in brackets are regarded as part of th'e data 

element to which they refer. 



* I Edition statement 

^ ^ ' Tag 250 .\ ^ 

EDITION STATEMEiNT (250) ' ' * 

The.edition statement includes, the edition statement prpper and- any other ^' 

informatiion up to ^e imprint. ' . 

a:- identification.- * ^ * ^ / 

1. Tag . The tag jfor edition statement is 250. ^ , / 

2. Indicators* ; No' indicators are used in, cither position with ^lis field. ^ 

3. Subfield codSs and delinliters . Twu Atu oleiilents have been defined 
which require explicit identification b)» means of subfield codes (edition state- 
ment' proper and remainder of ' Information up to the imprint). The data elements 
are separated from one another in the data by' a delimiter plus a subfield code. 

a. Subfield code **a" - edition statement proper. The edition statei^ent 
proper includes all descriptive words and numbers describing J:he edition up 
through the word "edition" or its equivalent and anx terms such as "revised" 

7 ' ' ' 

or "enlarged" which immediately follx)w it. In general/ the edition statement 
'should contain sufficient information to distinguish it from Another edition. 
This subfield code is never explicitly input. ^ \^ 

2S0 c^lst English- language ed.n - ^ % 

250 ' ji5t ed. in the Lf.S.A. -j 

250 1st ed., revised impression. ^ 

250 lambert, Johann Heinrich, 1728-1777. ' ' • 

* ^ Phi^psophischc Sclnil'ien. Hrsg. von Hans « 

Werner Arndt. 

(Nachdruck der^Ausg. 1764-71) \ ^ ' 

V Hildesheim, G^. 01ms, 1965. — . s3 

250- Hillebrandt, Al£red; 1853-1927 

Vedische Mythologie. 
(Reprografischer Nachdruck der 2. veranderten 
Aufl.^eslau 1927-29) 
>iidesheim, Gg. 01ms, 1965. 
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Edition statement 
Tag 250 



b. Subfield code "b" - remainde of infomation u? to the imprint after 
the edition stpatement proper. 
Numeric tag 



1 



250 



250 



^ 250 



250 



2d ed. , rev. and enl. f=b 
by W. H. Chaloner. 

New rev. ^nu enl. ed. 
With appcM)dix: the coins 
•and banknote*; of the 
British Mandatory Govern- 
ment of Palestine. 

3d ed., completely revised 
and brought up to date. t=b 
With a foreword by J. Jones. 

'4. Aufl. j=b Mit 55 Abbildungen. 
(Ubers. aus dem Russisjchen 
von Hatdwin Jungclaussen) 



\ 



Imprint 
Tag 260 

IMPRINT (260). ' ^ 

A. IDENTIFICATION. ' . ' " ' ♦ 

« 

1. tag . The t-^g for imprint is 260. 

2. Indicator . The publisher is sometimes -fitted from the imprint because 
'it is the same as the main^ entry (AACR 140D) . When this otcurs. an indicator in 

the first position will showwhether the name of the publisher is to be found 

« i 

t 

. in the mam 'entry as follows: ^ 

Publisher is not main' entry " 0 

Publisher i5_ main entry 1 
Thie second indicator position is always blank. 

Subficld codes anJ delimiters . Thr^^e data elements have been dofined 
which require explicit identification by Aqanf of subfield. codes in the ident^ 
ification blocK (place, publisher, date). The data elements are separated from 
one another in the data by a delimiter plus^a subfield code. 

a. The data elements in imprints are identified by subfield codes 

as follows: ^ 
Subfield code Rata element 

a (never explicitly "input when Place 
occurring as the first data 
element in the field) - 

■ Pub li slier 

c _ ^^^^ 

These data elements occur most frequently in four patterns; therefore, implicit 
identification blocks may be used to represent these patterns as follows: 
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Tag 260 



Numeric tag 

\ 260 » Place, {=b Publisher, |=c Date 



260 
260 



Place, )=a Place, j=b Publisher, )=c Date 

Place, f=a Place, f=a Place, |=b 
Publisher, fc Date 

260 Place. |=b Publisher, j-a Place, |=b 

Publisher, f=c Date 

Place, fc Date 

260 ' Place,, fa Place, fa Place, fa 

Place, fb Pub, j=c Date 

b. The abbreviations "n.p.," meaning "noplace." and "n.d." meaning "no 
date," are to be rega.rdei as data elements. 

260 ' ' ■ c"-P,-:^tb Smith, fc 1968. 

260 ' ,New York, fb Smith fc ^n.d.^ 

. c The .data element "publisher" may includ6 distributing agents or other 
kinds .of statements,' Reg^ird . .1 such statements as, part of the "publisher" dat. 
elemenlSj 



260 Washington, fb Published foi' the Library. of 

Congress by the Gertrude Clarke Wluttall 
Poetry and Literature Fund; ^ior sUle by 
the Superintendent of Documents, U.S. 
Govt. Print. Off. 3 19^4. 

260 Manila, fb Philippine HiUication Foundation; 

distributed b.y University Book Supply, fc 1S)61. 

260 Madrid, fb Editorial Rar.on y Fe; exclusiva de 

venta: Ediciones FAX fc clS^^ 3 } 

d. The data element "date" may include mpre than one'^date. 

260 ■ ' New York, fb Smith, fc 1965, cl964. 



Imprint 
Tag' 260 



Examples of iiftprints: 
Numeric tag' 

260 Hanley, Stoke-on-Trent, Centra^ 

Library, 1967. 

260 ' Graz, Wien, ^a Mii^chen, f=b Universal 

Vcrlags- unci Vertriel^gesel Ischaft 
fc (1960) ^ 

260 London, ^b.Mamillan; f New York, j=b 

St Martin's Press,' 19^1 t:Cl960 3 



L 



.Paris, Impr. Vincent, |=c 1798 =t=a 
ni-e. Bruxelles, |^b Moens , |c 1883 3 




Collation 
Tag 300 



COLLATION (300). • ' ' ^ 

A. IDENTIFICATION. . 

1, Ta^^. The tag f-or the collation is 300, 

2. Indicator . No indicators are used in either position with this field. 
, 7i'. Subficld codes a»d delimiters . Three data -elements hav^ teen defined 

which require explicit identification by- means of subfield codes (paging or 
valun.e(s). illustrations, height). The data elements are" separated from one 
another in the data by a delimiter plus a subfield code. 

^a. The data elements in the collation are identified by subfield 

'codes as follows: 

Subficld code ' ' Data element 

a (neve.- explicitly Paging 
input when occurring 
as the first data 

element in the field) • . • 

\ , . • Illustrations 

y b . 

c . Height ■ . 

These data-elements often occur in the following pattern: pacing, illustrations. 

height. ' 
Numeric tag 

Paging, |b Tl lustration, j-c Height 
300 ' , ' ^Paging, \'c Height 

b. When .the two parts of the collation devoted to paging and illustrative 
matter are combined, treat the data as the "paging" subfield. 

. K 308 vi 201 p. (p. 198-201 advertisements) maps, ^c 22 cm. 

) 300 120 p. (chiefly iU'us.. maps, ports.) j= 25 cm. 



36 - 



Collation 
Tag 300 



300 

s 

300 
300 
300 
300 
300 
300 



I v. (chiefly illus., maps) {=c 25 cm, 
1 portfolio i^2^J?.. 72 plates) |=c 25 cm. 
74 p., 15 p, of music fc 25 xm. 
gJ?., 65 p. Of illus. |=c 25 cm? 
270 p. with illus. ^c 21 cm. 
83 maps,, 33 cm. ^ 

\ 

60 p., 60 col. plates. j=b 15; illus. (part 
coir..) f^c 32 cm. 



300 genealVtable. )=c S% x 43 cm, fold, to 43 x 31 cm, 

c. Volumes or portfolios consisting of plates and not numbered con- 
secutively with the other volumes of a set are 'specified separately in the 
collation. For purjioses of inserting tht delimiter and subfield cod?, regard 
such volumes or portfolios as part of the ''paging" data element. 

300 3 v. and atlas (XO plates) f=c 30 cm. 

300 169 p. and aUas (3 jj . , 18 plates), fc 28 cm. 

300 



300 
300 



sil., 100 p. j=b illus. 25 cm. |=a and portfolio 
(24 plates) fc 30 cm. 

6Sr; ^b illus,, maps. and 3 atlases 
(maps, plates) |=c 22 cm. 

9 V. in 11. =|=b maps, plates. =|=a and atlas 
(2 V. maps) |c 26 cm. 



/ 



Bibliographic price 
Tag 3S0 



1, 



BIBLIOGRAPHIC PRICE (350) ^ • , • 

The price (or -pricesj of an item may occur in the record. 
A. FORM IN WHICH RECORDED. The p^^ appears in- a variety of forms, summarized 
as follows: 

1. The price appears after the size or the series statement, as the' case 
may be. 

2. ^general, the price is recorded without an abbreviation .for the 

name of the currency and in the form 0.00, e.g. 

2.50 • - , 

4.' 00 
.12,00 

0.75 ■ • - 

3. The pric^ may contain a dollar sign, e.g.. $4.50, $0.50, etc. In the 
dase of count^ using' pounds, shillings, and pence, three •■places" are pro- 
•yided if the pri .e includes pounds and two "places" if the' price includes 

shillings and pence, e.g. 

3/14/- i.e. 3 pounds. 14 shi^ings, no pence 
14/- I.e. no pounds. 14 shillings, no pence 

-/lO i.e. no pounds, no shillings. lO pence 

4. In the case of the Italian lira and the Japanese^yen, the decimal 
point and the two zeros to its right wi]l not be added. e,g. . , 



•186 
900 




5. In some instances the price /field will contain information following 
the nurabe?- used to specify the price), e.g. 

350 Saudi riyals 
43 Mexican pesos 
4.95 per vol- * 

12,50 (V, 1); 0,50 (v. 2) ^ , ^ 

12,50 (v. 1) varies 
12,50 (v. 4) 

1.20 (pbk) 
12.00 (deluxe binding) 
6,00 (to members) 
15,00 (on subscription) - 
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6* In some instances the price field will contain multiple prices, e.g. 

• 47/6 ($5.75) 
2.00 (2.15 Can) 
12.50 (v. 1); 0^50 (v. 2), 

- , • v. •.• 

?• In some instances the price fiel(J will contain the designations 

\ 

"unpriced," or "gratis." , , 

B* IDENTIFICATION. 

1. Tag > The tag for bibliographic price is 350, 

2. Indicator . No indicators are used in" either pesition with this field. 

3. Subfield, c6de/s and delimiters . Each occurrence of a price is treated 
as a data element and ir identified by subfield code "a." If two or more 
prices occur, insery a' delimiter and subfield code, between each price. 

350 ' 47/6 j=a <$5.75) 

350 12.50 (v. 1) fa 0.50 (v. 2) 



\ 
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Tags 400, 410, 411, 440, 490 



SERIES STATEMENT 

Each series statement is treated as a variable field and is tagged accord- 
ingly. A distinction is made between series traced the same as in the series 
statement and those traced differently or not at all. This distinction is 
made because in a machine record the appropriate tracing and the appropriate . 
series added entry can be garierated from the' series statement itself as long 
as the data in the series statement and the tracing are the same. It then 
becomes unnecessary to "input the series tracing at all. However, if the series 
is traced in a form different from that in the series statement, the series 
added entry itself must be tagged and input along with the other added 
eiitries in the tracing. v 

A further distinction is made between author/title series and title series. 
A. AUTHOR/TITLE SER|I:S STATEMENT. The series added entry will be auto- 
matically traced in the same form (represented by "(Series)." or "Series:" 
followed by the data in the same |onn as in the series statement). 



Numeric 
tag ' ' \ 

400 

410 

41'i 



Personal name/Title 
Corporate name/Title- 
Meeting or conference- name/Title 



1. Taj^. Construct the tag according to the instructions in the section 
"Main- Entries," substituting a "4" as the first ;djgit of the numeric tag. 

i 
S 

' 2. IVten the authdi: in an author/title .series is represented by the 

possessive pronoun Its, His^, or Her, refer to the main entry .for the author 

portion of the series statement. iVhen the computer prints an added entry, it 

will substitute the main entry for Its , His , or Her . 

♦ 
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\ • Series statement 

\ Tags 400, 410, 411, 440, 490 

1102 New York Univ^sity\ |=b C. J. Devine Institute 

of Finance..^ 

The commercial banks in a changing world . . . 

; \ 

4102 ( Its j=t Bulletin, }=v no. 26) 

3. Indicators . Indicators in the first position are the same as those 

described in the section "Main Entries." A "0" (zero) in the second position 

* 

specifies that the author of the series is not a main entry; a "1" specifies 
that -the author is a main entry. 

4. Subfield codes and delimjiters . Insert a delimiter and subfield code 
"t" between the author element and the title element in an author/titl^ series 
statement (see example above). 

a. When the series is numbered, insert a delimiter and a subfield code 
"v*' between the number and the rest of the series (see example above). 
B. TITLE SERIES STATEMENT. The series added entry will be automatically 
traced in the same form (represented by "(Series)" or "Series:" followed by 
the data in the same form as in the series statement) . 

K Tag . Write tffe tag 440 in front of the series statement. 

440 (Developmental medicine and child neurology. 

Supplement'|= no. 5) 

2. Some series' statement's may consist of two elements, in which the first 

element is itself a title (e*g., the name of a periodical or a monographic 

series) and the second element is an element related to or dependent upon 

the first element (e.g., a subseries) . 

(Better homes and gardens. Holiday cookbook series^ 6) 

(Elites et responsabilites . Journe'es d* etudes) 
Treat this type of series statement as a title series statement, not as an 
author/title series statement. 
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""Seties statement 
Jags 400, 410, 411, 440, 490- 

440 (Better homes and gardens. Holiday cookbook 

series, 6) 

440 (Elites et responsabili tes • Joumees d' etudes) 

' In this type of series, the first element may occur as the main entry and , 
be represent-ed in the series statement by th^ possessive pronoun fts^- In this 
situation, the main entry will be tagged as a uniform title heading. Never- 
tht4ess, the series statement should be tagged 440. Since the series is. 
regarded as a title series, no delimiter and sub field code should be inserted 
to separate the two elements of the series statement. 



130 ' Better homes and gardens. 

2451 Christmas cook book . . . 

440 ' (Its Holiday cookbook series, |=v 6) 

130 Sunset. 

2451 Barbecue cookbook 

440 ( Its Cookbooks;* \ 



3. Indicators . No indicators are used in either position with this field. 

4. When tho series is' numbered, insert a delimiter and subfield code 
Clumber and the rest of the ^eries (see example above). 

C. SERIES STATEMENT NOT TRACED OR TRACED DIFFERENTLY. This type of series is 
not traced or traced in a form different from that in the series statement. 

1. Tag . Write the tag 490, in^ fr^>n$ of the Series statement. 

2. Indicator. An indicator is used in^>h^ first position to show whether 


the serici; is traced or not as follows: \^ 

Numeric ^ 
indic^or 

0 ' Series is not traced (untraced) \ 

1 Series is traced in differefnt form 

from series statement . ' , . 

Place the appropriate . indicator immediately adjacent; .t^ the third character 
of the tag in the identification block. 



Series statement 
Ta^s 400, 410,- 411, 440,^490-. 

4900 (Loeb classical monographs) (NOT TRACED) 

4901 (Schriften des Vereins fur Socialpolitik, n.F,, 
Bd. 28) (TRACED IN DIFFERENT FORM) 

Note that this tag is used when (as i,n some series -subseries combinations) 

there is only one series statement but more than one series traced. 

4901 U.S. Dept. of State 

Confuse and control : Soviet techniques in Germany 
( Its Publication 4107. European 
and British Commonwealth scries, 17) 

8101 U.S. |:b Dept. of State. Publication |=v 4107. 

8101 U.S. f^b Dept. of State. European and British 

Commonwealth series, 17) 

Tlie second indicator position is always blank. 

D. SERIES STATEMENT WITHIN A GENERAL NOTE. Occasionally a series statement 

will occur within a general note. Tag only the general note, not the series 

statement. 

500 ^ Photo-offset. Spartanburg, S.*C., Reprint 

Co., 1968. (New York heritage series, no. 4) 
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Bibliographic notes 
Tags . 500 - 505, 520 

i 

BIBLIOGRAPHIC NOTES 

Each note is treated as a separate variable field and i§ tagged accordingly. 
The various types of notes and their tags are as follows: 



Numeric 


Type of note 


tag 


500 


General notes 


'501 


"Bound with" notes 


592 


Dissertation ngt^''^ 


504 


y 


Bibliography note 


505 . 


Contents note (formatted) 


520 


Annotatioh or abstract 



When a record contains more than one note, repeat the numeric tags. 
No subfield code or delimiters jn the data are explicitly input. 
Use the following guidelines in assigning the appropriate tags to notes. 
Where relevant, the corresponding rufe number of the Ariglt>-American Cataloging 
R"lcs is given. Consult these rules for a full description of the type of note. 

^ 1* Ge ne ral notes (500) . Treat as general notes all notes that-do not 
otherwise fit into the categories specified. 

' / - 

^No indicators or subfield codes are used. 
2.^ "Bound ^^yith^' note (501) . (AAC R 146), A note specifying that a work is 
bound with another work. No indicators or subfield codes aic used. "Bound 
with" notes usually begjn with the words: 

Bound with ^ 

With, as issued, 

^ In case, as issued,- with v j ' ^ 
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Bibliographic notes 

^ ■ Tags 500 505. 520 

3. Dissertation note (502J (AACR 147) . Usually a brief formal note giving 
the.designatiQn of a dissertation and the institution to which it was presented. 

* No indicators or subfield codes are used. Examples': 

Thesis--Yale. 

• » i * 

Tliese--Lyon. 

Inaug . rDiss . --Heidelberg. 
A biographical sketch of the author accompa'nying his thesis is noted as "Vita.'* 
Treat such a note as a general note. Use the tag "5ff2" only for the type of 
note that explicitly states that a work is a the^s. If a note is of the type 
that relates the work in hand to a thesis ("Based on "First published as 

treat it as a general note. 

4. Bibliography nQte X5Q4> {AACR 149) ^- Xnote indic^Hng that a work con- 
tains a. bibliography, discography, fi Imography, or some kind >st\ bibliographical 
apparatus.; Usually the note consists of the word "Bibli ograph)p^ followed by 
page references. No indicators or subfield codes are use<^. Examples: 

Bibliography: p. 25-35. 
Bibliograph j cal footnotes , 
Includes t^ibliographies. ' , 
^Reading lists": p. 851-910. 

Discography: p. 150-152. - ^ 



Bibliographic not<»s 
Tags 500 - 505, b20 



S. Coutents note (foimattcd) (505) (AACR 149) . A note appearing in for- 
matted form after the words "Contents" or "Partial Contents" specifying the 
contents of a work. Treat those contents notes that appear as informal 
statemen,ts as general notes. ^ 
' Contents notes beginning with the word "Contents" in e divided into two 
groups. When the cataloger lias the entire set at h;ind. the contents note ^ 
is considered to be "complete." When the cata'loger has only a portion of 

the set at hane the contents note reflects £he available volir.wjs and the 

\ 

note is considered to be "incomplete.", 

"Partial contents" is used when the cataloger has the entire set at 
hand' but chooses to describe only a portion of the set in the itents note. 
These three types of contents will be specified by means of an indicator 
in the first positior as follows: 

Numeric , Condition 

' indicator 

0 Contents . — "complete'' 

1 Contents.-- "'incomplete" 

2 Partial Quntcnts.-- "complete" 
The words "Contents. or "Partial Contcnls . -*' pi.u.ainK a f matted 

contents note wil> not be carried in the machine^readahie record. Therefore, 

do not insQrt these -words preceding a contents note. 

The secon'1 indicator posicion is always blank. 

^ <i. , mota^ion (5»20 ) . ^Xnnotations appear on records that have been 

designed i r a catalog of children's literature. 

/ 
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SUBJECT ADDED ENTRIES • 

Each subject added entry is treated as a variable field and is tagged 

* 

accordingly. 

A, IDBNTIFICATION. 

Seven categories of main subject headings have been defined: 

Numeric tag 



600 
610 



Personal ni'Oie 

Corporate niune (excluding political 
jurisdiction alone) 

Meeting or conference name 



Met-Liiii; ux v.^...- - 

Uniform title heading 

630 « 

Topical subject heading 

Geographic name (including a political 
jurisdiction alone or with subject 
>^ subdivision) 

♦ Local subject headings. 
Note that the first four ' categories are categories common to other, types of 
entries ^d are to be tagged, formatted, and delimited according to the instruc- 
tions in the section "Main 'entries.- Substitute . "6" as the 'f.rst character ' 
of the numeric t.g. Indicators in *th. first positiQn are the same as those 
prescribed in the section "Main Untries." in the second position, a "0" (zero) 
designates a LC subject heading; a "l-. a subject I>eading assigned for use in a - 
children's catalog; a -2". an NLM subject heading; a "S-. an NAL subject, heading , 
When a record contains more than one subject added entry, use' a separate tag 
for each tracing. 
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Subject added entries 
Tags 600-651 



1. Tags . Write a. tag in front of each subject added entry, 
a. Persona] .lames (60($) . This category includes: 

1) Names of actual persons, capable of authorship. 

2) Names, of persons used with the phrase "in fiction, -drama, poetry, 
etc." Use the appropriate indicators for the first position and subfield codes.' 
Treat the phrase "in fiction, drama, .poetry , etc." as a fom subheading and 
identify it with a delimiter and subfield code "k". 

6001 Shakespeare, William, fd 1564-1616. f=k in fiction, 
drama, poetry, etc. 

3) Names of families. 

4) Titles of books entered under personal author. 

lOl .iJide, Andre'^Paul Guillaujiie, j^d 1869-1951. 
I^t Prometheus misbound. 



.. b. Corporate names (610,611). This category includes: 

1) Names of organized bodies , established under their own names 
or under the political jurisdiction in which they are located or of which they 
are a part. (The name of a political jurisdiction standing alone is tagged 651 
See ^ gory 

2) Names of entities such as ships, which are sometimes used as 

author headings. 

3) Titles of books or serials entered under corporate author. 

1102 Fertilizei^fcorporation of India, ltd. f^b Planning 
and Development Division. \t Quarterly bulletin. 
Supplement. 

c. Uniform titie headings (630). This category also includes all 
titles of works entered under title such as ''The Atlantic." ' 
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Subject added entries* 
Tags 600-^51 

* 4 

d. Topical subject headings (650), Tilis category is a very broad 
category, best described as including all subject headings not belonging to any 
of the other categories that have be^n defined. A representative but by no 
means exhaustive listing of the kinds of subject headings identified as topical 
follows: ^ 

1) General terms of the type included in the LC list of subject 

♦ 

headings, e.g., "^dogs**; "chemistry," ^ 

2) Systematic names of families, genera, and species in botany 
and zoology, and ctiemical compounds,^ 

3) fJame^s of events and holilta ^s, e ^g, , Battle of Tannenberg; Red 
Wing Potteries Strike, 1967; Phoenix Park Assassination, 1882. 

4) A wide variety of names or terms applied to individual objects 

or classes of objects, e,g,: • 

Neo (Artificial language) 
Zinov*ev letter 

Arthur Olaf Andei'^^en Japanese Print Collection 
Mauser pistol 
AUNTIC (Computer system) 
Rolls-Royce automobile 

(^aracas. Bolivar Statue ^ 
Bcechcraft 17 (Aeroplanes) 
Canrrdian intelligence test 
Space flight to Mercury 

Babwendc (Baii-tu tribe) * 
Operation Long Jump 

5) Exception: When a subject heading consists of'a personal name 
in catalog^ entry form followed by the phrase '*in fiction, drama, poetry, etc,," 
treat the name in the same manner as personal names. Use tag 600, the appropriate 
indicators, and the appropriate subfield codes. See paragraph A^J•a,2) of this 
section, . , 
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Subject added entries 
Tags 600-651 

e. Geographic names (651).. This category includes:* 

1) Political jurisdictions--alone or subdivided by subject termj. 

651 . France. 

6S1 # France-- j^x Bibliography, 

651 U.S,-- l^x Description and travel. 

Political jurisdictions subdivided by names of organized bodies are considered . 
corporate names, category b above. 

6101 France. |=b Ministere des affaires etrangeres, 

6101 U.S. j=b Dept. of Stat3. 

There ^re some headings that have the appearance of the typ'* just discussed, but 
tare actually headings consisting of non-administrative entities (e.g., neighbor- 
hoods 'in cities) entered under a pla6e. Headings of this type (e.g., Chicago. ^. 
Kenwood) are tagged as geographic names (651), no^ as corporate names (610). ^ 
^ 2) Natural features, e.g., bays, capes, rivers, mountains,' deserts; 

etc. 

3) Geographical regions and celestial bodies, e.g., names of 
Continents, land masses, planets, stars, etc. 

4) Archeological sites. ^ 

5) Parks (not capable of authorship), etc. 

f. Local subject headings (690). This category includes^. subject 
headings for which there is no provision elsewhere. « 

2. Indicators . Subject headings tagged 690 have no indicators. Otherwis^, 
two indicators are'«s6d with each subject added entry: one to describe the fon^ 
of name and one to identify the sourc6 of the subject heading. 
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Subject added entries 
Tags &j)0-651 

a. First indicator-^form of name. 

1) Fields 600, 610, and 611. For these fields, select the indicator 
which describes the form of name according to the instructions in the section 
**Main entries/^ 

2) Fields 630, 650, and 651. Since no indicators describing fonn 
of n^e have been defined for these fields, the first indicator position is / 
automatically set to a null condition by program. The null condition, which 
means that no "intelligence'* is being carriei/ in the indicator position, is 
represented graphically on the cathode ray tube screen ^s^^^ blank. 

b^ Second indicator--source of subject heading. A second indicator is 
used with each subject added entry to identify the source of the subject heading 
according to the following code: 
Numeric 

indicator ^ ^ 

0 Regular LC subject heading ^ 

1 Subject headii*^ assigned for use 

in a children's catalog 

2 * NLM subject heading 

j 3 NAL subject heading 

4 Subject heading supplied by one 

of various other libraries 

3. Subfield code s. Use the appropriate subii^^ld codes according to the 

instructions in the section 'Vlain entiri^s "Use adSitioniil suhricld cades as 

follows ; 

^ a". Fields 650 and 651. Whenever these fields contain headings con- 
sisting of names or te^-ms entered under place, subfield code *'a** identifies 



Subject added entries 
Tags 600-651 

the entry element and subfield code identifies the data element following the 
entry element. This treatment is analogous to that given corporate names entered 
under place. Since the data element identified by subfield code "a" occurs 
first, subfield code "a" should no|: be explicitly Jrput ; subfield code '^b" 
^^^ould always be explicitly input with a delimiter. 
C 650 Caracas. |=b Bolivar Statue. 

651 Chicago. |^b Kenwood. 

b. The phrase '4n fiction, drama^ poetry, etc." This phrase is used 

with personal namles. Treat the phrase as a fbjm subheading and identify it with 

a delimiter and 'subfield code "k". 

6001 Shakespeare, William, J=d 1564-1616 }=k in 

fiction, drama, poetry, etc. 

c. Subject subdivisions. Each subjecft subdivision is identified as 
follows: \ ' 

Subfield code Data element 



y ^ " Period subdivi sionfJi^lj^A^ 

z Place subdivision 



Subdivisions other than period or place 



L:arly works to 1800 
Early works to 1900 
Pre^-Linnacan 



As with othor data elements, subject subdivisions must be marked off in the data 
by a delimiter and a subfield code. Moreover, the dclimUer and subfield code 
will serve as a substitute for the dash which should not be inserted, 
. 650 Art ^x History 19th century. 

650 ' Zoology Cocos Island. 

6001 t Sheridan, Philip Henry, |=d 1831-1888 j^x Juvenile fiction. 
, 651 ♦ Gt. Brit, jx History |:y Puritan Revolution, 1660 Sources, 
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^ Subject added entries 

Tags 600-651 

'Assrgninfe scbfield codes for subject subdivisions is a straightforward pro- 
cedure in^e majority of instances- The tollowiiig guideline summarizes these 
procedures: All fields require the explicit expression of all subfield codes 
except **a" when it identifies the fir§t data element. 

d. Author/title subject added entries with subject subdivision. Only 
a general subject subdivision (identified by subfield code "jc") may occur with 
an author/title subject added entry- This general subdivision subfield is in 
addition to the subfield codes which may be used for iiuun entries Period 
(**y*') and place ("z") subject subdivisions may not bo used with an author/title 
subject added entry- 



f 



■ J. 



ERIC 



- 53 - 

REVISED 6/10/71 



Added entries 
Tags 700-740 



ADDED ENTRIES (EXCLUDING SUBJECT AND SERIES) 

Each added entry is treated as a variable field arid is tagged accordingly. 
A. . IDENTIFICATION. 

Six categories of added entries have been defined: 

Numeric 
♦ tag 



700 


Personal name 


710 


Corporate name 


711 


Meeting or conference 


730 


\ Uniform title heading 


740 


' ' Title traced differently 


710 


" Name not capable of authorship 



Note that the first four ca^liegories are catego'ries common to other types of 
entries and are to be tagged, formatted, delimited and subfield coded accord- 
ing to 'the instructions in the section "Main entries." Substitute a "7V as the 
first digit of the numeric tag. When a record contains more than one added 
entry, use a separate tag for each entry. 

V 

!• Tags . Write ^-he tag in front of each added entry, 
a. Personal names (700). This category includes: 

1) Names of actual persons, capable of authorship. 

2) Titles of boojcs entered under personal author. 

70011 ' Gide, Andre'' Paul Guillaume, j^d 1869-19S1. 
j:t Prometheus misbound. 

'h. Corporate names (710,711). This category includes: 

1) Names of organized bodies, established under their own names or 

under the political jurisdiction in which they are located or of which they are 
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Tags 700-740 

a pa^u^' Political jurisdictions standing alone are included in this category. 

Names of entities such as ships, which are sometimes used as 

author headings, 

3) Titles of"^pks or serials entered under corporate author. 
71021 

tjuarterly Bulle^k^^^^^^^ipplcmcnt^ 

4) Names not capable of authorship >tice A.l.e below). 

c. Uniform title headings, (730). Wiis category -^^Iso iitcludes all 
titles of works entered under title such as **Thc Atlantic." 

d. Title added entries. 



Pert i lizfe^^orporat ion of India, ltd. ^b 
^ Planning armSJevelopment Division'. |=t 
tjuarterly Bulletin. Sunj^lcmcnt^, 



1) Traced the sajie. A title added entry which takes tnc same "^^^ 
form as the short title is represented in the tracing by the word ''Title. 

Wlien the title added entry is the same as the short title, it will not exist 
as a separate field in the machine-readable record, but there will be an 
indicator fc r the title statement which may^^^b^^sed to generate automatically 
a title added entry and the word **Title. " and its appropriate numbering in 
the tracing* 

2) Traced differently. Tag a title added entry which takes a 
form different from that of the short title 740. Such added entry tracings 
consist of the word "Title:'* followed by data. The word "Title:^' and its 
appropriate numbering will be generated autumaliCiilly by the computer on output. 

e. ' Names not capable of authorship (710)^ This category refers to 
names used as added entries under the provisions af AACR 33L. Treat such 
names as. though they were corporate names, and use tag 710. 

71021 Arthur Olaf Andersen Japanese Print Collection. 
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X Added entries 

^ Tags 700-740' 

2. Indi^ator5 , Two indicators are used with each added fentry: one to de- 
scribe the form of name and one to identify the type of added entry (to facilitate 
the arrangement of a filt^. 

' I 

a. First indicator- -rorm of name. I 

1) Fields 700, 710, and For these fields, select the indicator 
which describes the form of name according to the instructions in the section 
••Main entries.** • 

2) Fields 730, and 740. Since no indicators^^scribing form of 
n^e have been defined for these fields, the first -indicator position is auto- 
matically set to a null condition by program. The null condition, which ^pieans 
that no •'intelligence" is being carried in the indicator position, is repre- 
sented graphically on the cathode ray tube screen las a blank. 

b. Second indicator-- type of added entry. A second indicator is used 

with each added entry to identify the tyj e of added entry according to the 

fol^l^^ing code : * 

^'^^"^umeric^ 
in&iscator 

0 ^^-.^ Alternative entry 

^^^^ 

1 X ^"^^ Secondary entry 

2 « ' "^.^^ Analytical entry* 

The above three types of added entries h^iW-been dcH'inrd in order to fa- 
cilitate the arrangement of a file. Each type of added ry may be subfiled 
by a^ifferent data element. - ^-.^ 

1) Alternative entries: A ••0*' (2oro) indicator will shotv^^t 
the added entry could be subfiled by title. Use this indicator when an added 
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Tags 700-740 

i 

entry is likely to be thought of as an author of the work. The following 
categories are typical: . 
(a) Most xo/rporate added entries. 

71010 U.S. |=b Library of Congress^ 

. (b) Personal added entries without designation of function. 
71000 Kames, Henry Homo, ^c Lord, |:d 1696-1782. 

(c) "Joint author" and "joint, compiler*', added entries. '\ 

(d) "Supposed author," etc., added entries. 

(e) Personal and corporate added entries with lega-l desginations 

\ 

(relators) such as "defendant." 

(f) "Editor" and "compiler" added entries when the main entry is not 

« 

a personal name. 

N 

2) Secondary entries: A "1" (one) indicator will shoK that the 
added entry could be subfiled by main entry. Use this indicator with all added 
enly^s not otherwise covered including the following: 

(a) Nonanalytical title or author/title general secondary entries/ 
70011 Shakespeare, William, |=d 1564-1616. |=t Hamlet. 

(b) Illustrators, translators, and arrangers. 

(c) ,^ tditors, when main entry is a personal name. 

3) Analytical entries. An analytical entry is an added entry 
made to show thac the book in hand contains the text of the work 'represented 
by the analytical entry (added entry I in the following example): 
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Tags 700/740 

May, Robert Lewis, 1905- - 

. Rudolpn the red-nosed reindeer, and Rudolph, the 
red-nosed reindeer, shijies a'gain Q)y3 Robert L. May. 
^Chicago, Follett Pub. Co. D964J 
63 p. col.^illus. 30 cm. 

i 

I. May, Robert Lewis, 1905- Rudolph, the red- 

nosed reindeer, shines again. II.^Title. III. Tittle: 
Rudolph, the red-nosed reindeer, shines again, 

^The purpose- of the analytical entry indicator in the added entry tracing is 

to .insure -that the added entry, which represents an edition of a wdrk, is filed 

with entries for other editions of the work ahead of general secon^lary added 

entries. • ^ 

^ / 

In the cardfcatalogs maintained at the Library of Congress this arrangement 
is achieved by adding the publication date as, part of the heading, but this is^ 
not printed as part of the tracings on the ca^ds. Other additional filing 
information (such as original title, language) as well as a date may appear with 
an analytical added dntry in the Library of Congress catalogs to ifecilitate filing. 

Although such additional filing information is not printed as part of ^^he 
tracing on LC cards, it* does appear on MARC records.. * Early MARC policy wns to 
put all this adcUtional filing information in a single subfield "u'* after the 
title which appears in subfield »*t*'. Current policy is not to use subfield '*u*' 
but to consider all such information as part of the "t" subfield. Depending on 
when a particul-^r record entered the MARC data base, records '?nay be found which 
exemplify both policies. At present the MARC Development Office is working on 
more specific coding for such elements as date, originnl title, and language as 
they appear in analytical entries. 

OCLC*s policy is to print all subfields which appear in the MARC record, both 
in the tracing and in the heading to which the tracing refers. VvTiether the ad- 
ditional filing information was coded 'V* or "t" will not affect the order in 

» 

which it is printed. " - 
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• Added entries 
Tags 700-740 

In doing original cataloging the important thing to remember is that any in- 
forms^tion placed at the end of the title in an added entry identifies it as an^ • 
analytical added entry and requires the use of a "2'' indicator. Until the MARC 
Development Office specifies otherwise all this additional information should be 

♦ 

placed in the "t** subfield. 

Language names ujed as additional filing information should be written out 

in full with a period following the language named last. The last character of 

the field should be a punctuation mark, -usuall/ a period. The following examples 

illustrate these points, the first using a "u'' subfield and the second placing 

similar information in the *'t" subfield. ^ . 

70012 \ HegelLj George Wilhelm Friedrich, +d 1770-1851. * 

ft Who Ihinks abstractly? j^u Wer denJct abstr$kt? 
English. 1966. 

70012 Hazlitt, William, H 1778-1830. ^t On the fear 

of death. French and English. 1966. 

Analytical entries may also be made for works entered under title. The 
technique is the same as described above except that an ^'author" element is 
lacking and the entry is tagged as a uniform title heading. ^ \ — 

7302 Acta Coiftitiorum. 1807. 

Some analytical added entries contain language and date information that is 
an integral part of the heading. This information was never identified by sub- 
field code "u". The use of language and date as an integral p^rt of the heading 
is particularly common to records representing works of sacred literature (Bible, 
Koran, etc.), although it may on occasion be used with certain kinds of laws as 
we 1 1 . 

71022 Jews. ■ J=k Liturgy and ritual . Hagadah. English. 1969 

3. Subfield code?. Use the appropriate subfield codes according to the in- 

o ' ' 
structions in the section "Main entries." Use additional subfield codes as follows 
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Tags 700-740 

a. Field 710, hlienever a name not capable of autho/ship is of the type 
h\at is entered under place, subfield code "a" identifies the entry element, and 
subfield code "b" identifies the data element following the entry elemen . This 
treatment is analagous to that given coi^orate names entered under p|ace. Since 
the data element identified by subfield co^e "a" occurs first, subfield code "a" ^ 
sLould not be explicitly input; subfield code "b'* should -IWays be explicitly in- 
put following a delimiter at the appropriate place in the data. 

71011 • . ^Berlin, ^b Museum Dnhlcm. 

71011 ew York (City) |b Umpire State Building. 

b. Analytical added entries are followed by c^rvain filing inTormation. 
Vhite early MA^C policy was to identify this filing information by subfield code 
"u" it should now be considered an extension of the "t*' subfield. See paragraph 
A.2.b.3) of this section. 
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Series added entries 
Tags 800, 810, 811, 840 



SERIES ADDED ENTRIES TRACED DIFFERENTLY FROM FORM IF. SERIES STATEMENT . 

Each series added entry vS treated as a variable field and is tagged accord- 
ingly. A, distinction is Jade be^en series added entries traced the ^ame as 
in the series statemcnt>nd tho^e traced differently. This distinction!^ made 
because in a machine record the appropriate tracing and the appropriate series 
added entry can be geneisi^ed from yre- series statement itself as long as the 
data in the series statement and th» tracini; are the same. (For the tagging oi' 
series statcmenLS, see the section "Variable field: Series statement.") It 
thciT becomes -.mnccessary to input the series tracing at all. However, if the 
series is traced in a form different from that in the series statement, the 
series added entry itself must be tagged and input. A further distinction is 
made between author/title series and title series. W-hen a record contains 
more than one series added entry, use a separate tag for each 'entry, 
A, AUTilOR/TlTLE SERIIiS STATEMENTS. The series added entry is traced dif- 
ferently from the series stntement. » 

Numeric 
tag 

800 ^ Personal name/Title 

810 Corporate naiue/Title 



811 



Meeting or conference name/Title 



1, Construct the identification nccortlin^ to tho instructions in the section 

* 

«'M^in entries,*' substituting an "8" ab the first digit of the mi.neric tag, 

_ 8101 (Mexico (City) fb Universidad Nacionai, 

=fb Institute dc Investigaciones Historicas, 
ft Serie de historia general, |=v 5) 

2. V/hen the series is nun^bered/ ins ^^t a delimiter and subfield code '*v'* 
between the number and the rest of the scries (see example abr^ve) . 
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Series added entries 
Tags 800, 810, 811, 840 



i ( B. TITLE SERIES. The series added entry is traced differently from the 



se?ries statement 



1, Write the tag ^40 in front of the series added entry, 



840 



(Developmental medicine and child neurology, 
Sunplement j^v no, 5) 



Jome series adde^ntries may consist of two elements, ^n which the 
first element is itself a title (e,g,, the name of a periodical or a mono- 
graphic' series) and the second element is an element related to or dependent 
upon the first element (e,g,, a subs^ries) , ^ 
(Series: Better homes and gardens. Holiday cookbook series, 6) 
(Series: Elites et responsabilites , Journe^'es d'e^tudes) 
Treat this type of series added entry as a title series added entry, not as 
an author/title , series added entry. Do not insert a deMniiler and subficld 
code between the two elements, 

840 (Bctter^ homes and gardens holiday cookbook series, j^6) 

840 ' . (Elites et responsabilites. Journees d'etudes) 

3, When the series is numbered, insert a delimiter and subfield code "v" 
between the nurnber and the rest of the series (see example above). 
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Tag Indicator Data ^ Name 

Element 
1 2 Identifier 

Preceded by . *- - 

. . a ''"Unit 



A . Separator/* 

200 , Personal name as main entry 

(Names may be established in 

— ^ " Confui 'i ni iry with t*K ALA or 

Anglo-American ruJe^sy) 

0 Forename only ' • y 

1 Single surname 

2 Multiple surname 

3 Name of family 

0 Main entry is not subject 

1 ' Main entry i^ subject 
a ' Name 

b Numeration 

c Titles and other words associated 

with name 

d Dates 

J e ' ^ Relator * *^ 

^ " k Form subheading 

t Title (of book) ' . 

110 , Corporate name as main entry 

0 V Surname (inverted) 

1 \piace or place and name 

2 Naine (direct order) 1 
O'' ^ ' Main ^ntry is not subj-ect 

r \ Main entry is subject 

/ a Name 

b ' Each subordinate unit ^ 

e .Relator ^ ' , 

k FOTiii subheading « 

t Titlex(of bock) 

111 Con^ercnzc or meeting as main entry 

0 Sur n ame (in ve tt cf'di^ 

1 Place and namc^ 

2 ' Name *{direct o'rder). 

0 ^ Main eiitry is not subjiiCt . 

j -^'^ , Main entry is subject 
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I 



- 1 



130 



240 



241 



245 



250 



260 



300 

350 
400* 



0 
1 



0 

1 



0 

1 



0 

t 

2 
3 



.0 

1 



a 
b 
c 
d 
e 

g 
k 

t 



a 
t 



a 
b 
c 



a 
.'b 



a 
b 
c 

a 
b 
c 



Name 

Number ^ 

Place " 

Date 

Subordinate unit in naitte 
Other infomation 
Fonn subhejiuing 
Title (of book) 

Uniform title headjng as main entry 
Null condition iu first indicator 
Main entry is not. subject'" 
Main entry is subject 
Unifonn title heading 
Title (of a book) 
Uniform title 
Not printed on LC card 
Printed on LC card 
Uniform title 
Romanized title 

Does no't receive tit«l added * entry 
Receives title added entry 
Romanized tiXle 

Tiirte' StaTemefrt^ 

No title added entry in this form 

Title added entry in this fonn 

Short title 

Remainder of title 

Transcription of remainder of title 

page np to next field 
Edition statement 
Edition • 

Additional information 
Imprint 

Publisher is not main. entry 
Publisher is main entry 
Place 

Publisher % 
Date 

Collation * 
Pagination or volumes 
II lustration (s) 
Height . 

Bibliographic price 
Bibliographic price ^ 
Series note- -personal name 
Torena:Tic only 
Single surname 
Multiple surname 
Name of family 



*UseU only when series is traced in the same form. 
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0 Author of series is not main entry 

1 Author of series is main entry 
a Name 

b Numeration 

c Titles, other name-associated words 



I . ' d Dates 

e , Relator 

k Form subheading 

I t Title (of series) 

V Volume or number 

^ 410* * Series note--corporate name 

I 0 Surname (inverted) 

^ 1 * , Place or place anJ name 

2 Name (direct oider) 

r ' 0 Author of series is not main entry 

i 1 Author of series is main entry 

a Name 

r b Ea^ch subordinate unit 

1 e Relator 

k Form subheading 

^ ^ .t' /Title (of series) 

1 V Volume or number 

411* • Series note--conference 

0 Surname (inverted) 

T 1 Place and name 

i 2 Name (direct order) 

' * a Name 

Y b Number 

i ' c / ^ Place ^ 

" . d Date 

/ e Subordinate unit in name 

} ' ' • g Other information 

- k Form subheading' 

t Title (of book) 

1^ , . • V Volujne or number 

j • 440* • Title 

4 ^ a Title # 

1 ^ ' V Volame or number 

I 490 ' Series untraced or traced^ diffetently 

0 Series not traced 

1 - ' Series traced differently 
1^ ' a Series statement 

^ * ? 500 . General note 

^ a General note 

lit 1 ^ . 501 *'Bound with*' note « 

1 ^ ' a ''Bound with" note 

502 Dissertation note 

_ ^ ^ a Dissertation note 

1 7" ^ ^ 504 Bibliography note 

' a Bibliography note 

. / 505 ^ Formatted contents note 

Hised only when series is/xraced in the same form. 
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520 

600 



0 
1 
2 



0 
1 
2 
3 



0 

M 

2 
3 



a 
b 
c 
d 
e 
k 
t 

X 

y 

z 



610 



0 
1 
2 



/ 



1 / 



0 

1 

2 
3 



a 
b 

e 

k i 
t 

X 

y 

z 



611 



0 
1 
2 



"Complete** contents 

"Incomplete'* contents 

Partial contents 

Contents note 

Abstract or annotation 

Abstract or annotation 

Personal name as subject added entry 
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PREFACE 



This manual descx'ibes operation of the Irascope terminal used in the Ohio 
College Library Center's computerized, on-line shared, cataloging system. The 
manual is intended ftxr-jise as a reference tool by a cataloger after he or she 
has received instruct i^i^^a5i--a^ of the terminal. 

Neither 'the manUal nor ins^tl^ucti^n can cover all possible eVents and 
their interreactions. Rowever, it^rS-^xpected that after a few weeks of 
experience, a" cataloger will only occasi^m^Hy n^ed to refer to this publication 
Nevertheless, tiiere may be times during those^^arly weeks when a cataloger 
may be engulfed^in paralyzing bafflement unrelieved by previous instruction or 
this manual. Before this state becomes catatonic, call the Center forrelief. 

The Ohio College Library Center is grateful to the Library of Congress and 
the American Library Association for permission to reprint Appendix II from 
Books: A MARC Format and for permission to include in Appendy: I excerpts from 
a table entitled "bxtcnded 8-bit ASCII t:haracter Set for MARC II Format'' in 
the same publication. 
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INTRODUCTION 



The principal objective of the Ohio College Library Center is^t^ increase 
availability of library resources for use in educational and research prograuis of 
Ohio colleges and universities. The principal economic goal of the Qentertis to 
lower* the rate of rise of per-student library costs whil« in^re^sing availability 
of library resources. ' - , t 

The on-line sharecT cataloging system fpr which this manual Has been prepared 
will supply on cathode ray tube terminals in each institut*^ion ' s library union 
catalog information, information as to availability of SRecific items in other 
member libraries, inlomiation cojicerning holdings of neighboring libraries to be 
used in book selection and avoidance of unnecess.ary duplication, bibliographical 
information to be used in ordering, and -bibliographic .information to b"^ used in 
cataloging. In addition, the system will furnish to each member library catalog 
cards in final form arranged for'filing- in individual packs to go inta specific 
catalogs. The Manual for OCLC Catalog Card Production (Febru.-try 1971^ describes 
the many options avail ible to Members for the formating of catalog cards for their 
individual catalogs, * | . ^ - 

A major procedural goal of the on-line cataloging system is to furnish 
cataloging personnel in individual libraries with bibliographic information when 
and where the>^need it. It is intended that wtien a book leaves the' terminal , 
bibliographic cataloging will be complete as well as physical processing except 
for affixing spine labels and labels for book cards and book pockets, . 

A major economic objective? is to reduce cataloging costs to member libraries 
by taking advantage of cataloging perfonhed elsewhere and ^thereby eliminating 
duplicate effort. Employment of labor saving machines wifl of itself 'further 
reduce ^osts, ^ 

Each i>dividuai library will have its own design for flow of '*'ork and 
cataloging on a cathode ray tube (CRT) terminal, ^nd these work flows will vary 
in procedural detail from library- to library. Us* of the^OCLC system will vary 
from a library that mimics LC bibldogra^iic data ind LC call number to a library 
employing Dewey classifidation that would not only alter the Dewey class number 
but also add a book number. 

The posi^ .on of the terminal in a wprk flow diagram should' be the same 
location as that where the writin^-of LC'^card numbers .on punch cards occurs in 
use^f the off-line catalog production system. Work flow diagrams will change 
for some libraries, particularly for those libraries that search I'or biblio- 
graphic calalo^'.ing informal ion in c'ddition to verifying a title to avoid 
duplication at time of ordering. .Moreover, as the on-line'data base expands in 
size and ^utility, it is quite likely that further changes will be invok(^ in \.'ork 
flows, ' ^ 

The following four sections of 'this manual describe operation of the terminal, 
techniques for searching for bibliographic information, cataloging using biblio- 
g^raphic data obtained from the system, and input cataloging for inGer'ting into the 
system. Figure 1 is a flow chart that depicts activity at the CRT,. Details for 
the manipulution of bibliographic data are to be foun4 in the/ manual entitled 
Creation of Machine-Readable Catalog bntric:>; an Ad aptat ion of the *^ata ^ 
Prepa r ation Maitua j : MARC editors ' ' {hliy 1971), ' 



FIGURE V General Flowchart - On-line Cataloging System, 15 May, 1971 
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Text of commands to be comunxcated to the c- .puter are printed in upper case 
m this manual to avciJ possible .irbiguity. Por c^^^rple ''END** Is used as the 
command a cataloger enploys to instruct the con.puter that he has ceased to operate 
the tenrinal, but the computer wi.l also recognize "end". 



ION OF TEP.MINAL 



A cathode ray>i^ terminal is small satel . .te computer that possesses a 
memory and lagic circuit-iiior r.anipulatine alphanumeric characters. Outwardly it 
app'^ars as having a bcracn^K^ unl ik£ thi^ on a television set (Figure 2) and a 
keyboard that resembles that oT^N^^t/pewriter (Figure 5), Klien the terminal is 
turned on, there is a blinking cur^^k^Oi^si sting of a blinking vertical line that 
appears in the upper left-hand cornerof. the screen. Whenever a key on the key- 
board is ilcprusscd tlic corres]>ondVng charaet^ appears in the position occupied 
by the cursor, Ihc cursor then moves one poslt4p»» to the right or to the start 
of the next line in the event that depression -of^ttii^. key occurred when the cursor 
occu])ied the last pusitiun in a line, 



The central computer can also comiuunicate with a C^T teiTRinal and place 
infoTOatlon in it,s memory to be displayed on the screen. 




Cathode ray tube terminals ar^e solidly b xlt but are not indes tructilile . 
Ordinary usage, such as that given a typewriter, will do no damage to the 
terminal. However, if one pushed the terminal off a desk onto the floor, the 
effect on it would be the same as would be* achieved if one pushed a portable 
.television off a desk onto the floor. It would be wrecked, 

Tfie terminal is turned on by rotating the knob below the lower right-hand 
corner of the screen (Figure 2) in a clockwise direction for about 180 degrees. 
Soon the cursor will appear blinking in the upper left-hand corner of the screen. 
Next the brilliancy of the characters may be adjusted by rotating the knob in 
either a clockwise or count.er-clockwise dirt ction. 

To, the right of the screen is a column of three yellow indicator lamps 
bearing captions INSERT MODE, MSG WAIT and KBD LOCK, The significance of the 
top and bottom lamps is explained in subsequent sections of this manual. The 
middle lamp (MSG WAIT - message waiting) illiuninates when the computer has a 
special message to communicate to the terminal. To receive the message the 
cataloger should return the cursor to the home position if it is not already at 
home, type MSG, depress the key labeled DISPLAY RLC'D and then Sr:NO, The 
'Computer will display , the message on the screen. The computer will hold the 
Sfcssage untjl the cataloger indicates us described above that it conveiiicnt 
to icccive the message; a waiting message will in no way interfere with normal 
cataloging activity on the terminal. 

Logging I n 

After having ti'rncd on the CRT, or whenever a cataloger first begins to use 
a CRT, he should log in. If someone else has left text on the screen of the 
CRT, the screen should be cleared by simultaneously depressing the keys labeled 
CONTROL and CLLAR PAGE, I'his action will erase data on the screen and will 
return the cursor to the home position, which is in the upper left-hand corner 




r 



of the screen. If there is no text on the screen but the cursor is not in the 
home position^ it can i^^ returned* to honie by depressing the key Ic^beled HOME, 

The cursor should ulwj.ys be returned' -to the home position before a request 
~4.s typed to be sent to tiie computer. 

To'continue the procesb of logging in, the cataloger should next type his 
or ner Social Security niL^'ber including the dashes (i. e. , •023'^1f&tr3272) and 
depress the key labeled SL\D. The computer will now acknowledge that the 
cataloger has been ident:fje.d. Catalogers will be qualified either to make full 
use of the system including. product ion of catalog cards or to make partial use 
of the system not involving production of catalog cards. Partial authorization 
will be provided for those individuals whose cataloging mu:,t,.be revisea "before 
cards are to be produced iind holdings information and input cataloging are to be 
entered into the system. The cataloger need enter his or her Social Security 
number only at the beginning of the period \^hen the cataloger will be using the 
termjnal. When t!ie cataJogcr ceases to use thb terminal, the ^screen should be 
Cleared or the cursor returned to home if the screen is already clear, LND should 
be typed and SLND depressed. Such action will prevent another 'person f ifOK^jising 
the terminal until he has identified himself to the system. 

Keyboard , ' 

The keyboar'Al consists of a standard typewriter keyboard plus many additional 
characters and a variety of special function keys (Figure 3). The five function 
keys, nost of which are at the right end of the keyboaid, are employed to 
communicate^ with the terifrinal and to edit text on the screen. 

) 

SOM: The left-most column in the maia bank of keys contains three function 
keys-: SOM, SEND and CONTROL. SOM itands for -'*Start of Message**. The start-of- 
message character is a triangle < t>) ^nd must always be at the beginning of any 
mess^ige or string of text to be communicated to the computer. There is a 
permanent start-of-message ' character at the beginihng of the first line, but i" 
is not displayed on the screen. The start-of-message character' can be inserter 
into the memory of the terminal and tiierefore onto the screen by simultaneously 
depressing the CONTROL key and the SOM key. Any text then inserted between the 
start-of-message character and the cursor will be transmitted to the computer 
when the SEND key is depressed. ^ 

SEND: When the SEND key is r^epressed an i-nlernal flag is set that indicates 
to the computer that the tcrnr' js data to be transmitted. The computer will 

then instruct the tenninal tc ir.it the data and will acknowledge to 'the 

termjnal when tlic data has be .'civcd successfully. As soon the SEND key 
is drprossed, .1 yelJow uidicalOi lamp to the ']']^;ht o\' 1 he j'rcn bearing t he 
caption KBD LOCK (Fi^-.urc J) will illimunate and viil roni.iin lit until the coiiijujter 
acknowledges succcssul recei|>t of the transmission. During the period that the 
keyboard is locked, it is jnj^ossible to operate the keyboard. 

CONTROL: The CONTROL key is 'a safety device to prevent loss of data by 
accidentally dejnressing SOM, MSTR RESiT or CLEAR PAGE. Accidental insertion of the 
start-of-messug* charact?r could lead to loss of data in t ransjiii ssion' in that not 
all data intended for transmission would be transmitted. Simi lar'ly,^ accidental 
depression of MSTR RESEl aj)d CLEAR WMW}. could cause loss af data from the memory 
of the CRT terminal. 



INSIiRT: At the riijht-hand end of the keyboard there ^are thirteen function 
keys. The first key in the top row labeled INSERT puts the terminal into -insert 
mode when it is depressed. 'AH other k«y?*then produce the same action uhen 
depressed while the terminal is in insert mode as in norr.al mode except for the 
space bar at the bottom of the keyl^oard. In normal mode, this space bar operates 
exactly like^the space bar on a typewritei. That is to say, it advances the 
cursor without' having any effect on the text already typed onto the .screen^ 
However, in insert mode the space bar always inserts a blank and^,mov^ existing 
text one position to the right. 'To advance the cursor -iJTthout ijltering text when 
the terminal IS in insert mode, . the -tKi^d key in the fourth rot* from the top, 
bearing the arrow pointing; to the right, should be depressed. 

j \ \ ' ' ^ 

When INSLRT is depressed, the -^(^^most of thv three indicator , lamps to thc\ 
right 01 the screen (Figure 2) will illuminate \yith the caption INSHRT MC)DIi. If 
the cursor is nut alicady in t^e posUion where tlic insertion is to be made, it ' 
should be moved to that position using the cursor-mdve keyb^J^^l tlie'third, fourth 
and fifth rows of fjunctiun- keys. After the cursor has be6n i5c)Si tioned, the 
cataloger can then type m text that is to be inserted. Text already on the^ 
screen will move to the right and upon reaching the end of the line wiH move 
down to the next line -as the terminal open^'s up that line to receive text, *When 
the insertion is complete, the INSifkT key should be depVe^sed again to returji the 
terminal to normal mode*. . ^ 

"^DELETION: To delete a churacter^^fvi^i^ |he cursor' on th€^ unwanted Character 
and depress the key labeled DEL.PAKA DLL. ihe delete key 'DHL w^ll cause, the' 
character at the cursor posit'i^on to be deleted and will move all text to the right 
of the cursor in that line one position to the left^ providing that a carriage- 
return (h) br paragiaph mark teririinatcs^ the line. If the delete key is held 
down, the delete operation repeats until all of the text on the lino has been 
erased. If the delete key is still kept depressed; the text on the next line is 
moved up with the first character position at the cursor location and tlie delete 
operation continues as long. as the delete key is held down. 

When the delete par£jgraj)h function L PARA is activateu by first deprossing 
the ESC key and then the DLL PARA key,' ail characters up 'to a maximum of 2Sb from 
the cursor position to, but not including, the next foUowin^^ paragraph-mark 
character are deleted. The paragraph-mark character will appear at the cursor 
position. * , > * 

MSFR RESET; The' third key in the top row is labeled MSTR RESET, which 
stands for "Mastel Reset". Simultaneous depression of the CONTROL key :;ith this 
key will initi:ite the display, restore the keyboard, and return the curso/ to the 
home ])ositJon. This function does* not clear the di<;pKiy meuioj.y, so Uiil {<\<^ in 
the memory ';i M not be lust. In general, whenever the termin.il does not ijspond 
to any action for a protracteu period^^of tine, ^uch as n minu;.o, it should be 
ifcinitiated by emj^loying MSTR RESET. 

1:SC: The first key in the second row of the right-hand .gro^ip of function 
keys is labeled LSC, which stands for "Escape", ^ By ^ depressing and 4^1casing 
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.RAGdED RIGHT: The second key in 'the second row is labeled RAG'D RIGHT*, which 
" stands for "Ragged Right*\ a. printer's tferni, When typing, on the screen, one can * 
type continuously afid the line of text*will drop down to the next line wheoiever a 
line has ^een filled. When one reaghes the en^ %f a paragraph or' field, the 
paragraph n^ark should be inserted. Then the cursor should be moved upward to a 
.po'iition in the first line of the paragraph^ or. field and to the left of. the rightr 
' most Blank space in the line* Wh«n the raggedt-right key is depressed, the screen 
will be- rearranged so that each line is filled as fully as possible with complete 
words only. "Fherefore, a cataloger only types a hyphen when it is t6 appear on 
the catalog card irrespective of its position in a line. ""A hyphen should never 
be used to d4.vide a word -at the ^d of a line. - / . 

PRINT: If a terminal has the optional printer attach>ed to it, depression > 
of the PRINT key w'ill c^lise the text on the screen to be typed out 'bn the type- 
writer. ; - » 

ADVANCl: LlNh: The first key iji the third row of right-hand function keys is 
^ ADV/\NCi; tlNB. , When this key is'dcpresscd, the cursor advances to the first char- 
acter positi^i of the following lino. - ' . 

HOME;' The third k(y is labeled HOME, Detpression of th^-s key returns the 
^cursor to- the fir^t character position of the first line - the home position. 

CLEAR PAGE: The second key in the fourth line is labeled CLEAR PAGE. This 
function can be activated only by simultaneous depression of the CLEAR PAGE key 
a nd the CONT ROL key. This action erases t|fc text on the j^creen and in the 
'"^eiiiory. It should psed only when the data on th*e screen is no longer needed. 

MOVE CURSOR: The second key in the third row /beai*s an arrow pointing up. On 
the depression of this key, the cursor will move tO the corresponding Character 
position in the line above. If the key is kept depressed, the cursor will continue 
to move upward, but if the cursor is on. the top line, it will remain on the ^op * 
line except that line roll may occur (See Line Roll), a "\ . * 

The first key in the fourth line has an arrow pointing xZ the left. | If the 
key is .kept depressed, the cursor will continue to move to the left, and its 
movement' will terminate ^hen it reaches the first character position of the line.. 

The third k!ey on'the third line carries an arrow pointing to the right. 
In noraal mode this key and the cpace bar have the same function. Momentary' 
depression of the key moves the cursor one position to the right. If the key is 
herd dowi.i, the cursor will continue to Riove to the end of the line and then to 
tJic first position on the fol lowing line. In insert mode, this key has the sime 
function. \ . 



The bottom key in the right-hand qro»jp of function keys has an arrow point- 



ing down* Depression of this key'vvnll ci^use the cursor to move to the 



\ 

^corresponding character position on the line, below. If the cursor is held down 
lit will mov^ continuously down to the bottom line. If the cursor is on the last 
Uine, it will ,remain on the lasfline, except that Line Roll may occur (see Line 
\Ro11). . . * . 



J 
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Line Roll 

Line Roll is the mechams^n that provijdes access to that portion of ^he memory 
renaming undisplayed on the screen after 52 partially filled lines of diaracters 
have been ^displayed. If a. carriage^-return pr paragraph mark is en^-ered on the 
3fhd or bottpm lin^ of the display and the move-cursor-down key depressed^ all 
lines will move up, leaving the cursor on the bottom line. The original' 32nd.. 
line will now be the 51st line, and the SUt** line 'V'ill b^he 30th line, and so ^ 
forth. The first line will disappear- from the display screen, but will remain in 
the menfery. The bottom line on the screen is now available for data entry. This 
process will repeat until no memory remains undisplayed. 

If the cursor is on 'the first line and a cursor-up command is given, the 
line preceding the first displayed line will return to the displa/ screen in the 
first line position; all subsequent Unes will move down one line. The bottom 
line will disappear from the display screen, but will remain in.mem'ory. This 
process will repeat until the beginning of. the m'-mory is displayed at the top 
of the display screen. 

Depression of the IIOMt key will return the cursor to the home position and 
thereby put the fiist Une of memory on the first line ^of the display screen. 
All subsequent lines will be repositioned accordingly. 

Extended Library Character Sets 

The fourth (Edition of BooKs: a MARC Format describes three "extended literary 
character sets**: the Greele set, the subscript set and the superscript set. 
OCLC will accept characters from these sets and any o^thjer sets that may be * 
established by the Library of Congress for its MARC formats • These characters 
will be maintained on the data base anjd displayed for users'Sf the records 
containing the charactprs. However, currently OCLC has no means available for 
printing the characters contained in these extended character sets. Therefore, 
whenever printed: material is m^de from a recor^d containing one of these characters, 
an opening will be left in the text for the character, but nothiijg will be 
printed therein. It is recommended, therefore, that the cataloger spell out 
any symbol that is not included^" in the standard character set defscribed in 
Appendix I, 

> jThe change from one character set to another is signaled by a broken vertical 
bar, I , produced by depressing SHIFT and then SOM. The chfiraCter that immediately 
follows the vertical bar signals which character set is desired: **s'* for standard, 
•'g" for Greek, '*b** for subscript and **p** for superscript Once a character set 
has been entered, all subspquent characters input will be* treated as members of 
that character set, For^example, if the cataloger wishes'to enter oc^ into the 
system, the. character sequence ** |gaj*p2 |s'* would be used, the.**{s** signaling 
return to the standard character set. 

Greek Character Set . ' ^ 

After the Greek character set mode has been invoked by keying *'|g**, Greek 
characters can be entered into the bibliographic record as follows: 

Character ^ , Name Displayed as Keyed as 

Mphu a . a* 

Beta • b b 

Gamma c c 

1/ 
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Subscript Character Set 



When the subscript character set mode has .Ijeea- -signaled by keying "}b", the 



following characters can be entered: 
Character 



r 

2 
3 
4 
5 
6 
.7 
8 
9 
( 
) 



2 
3- 
4 
5 



Name 

Subscript 0 
^♦bscript 1 

Subscript 
Subscript 
subscript 
Subscript 
Subscript ^6 ^ 
Subscript 
Subscript' 8 
Subscript 9 
Subscript Open Paren 
Subscript Close Paren 
Subscript Plus, 
Subscript Minus 



splayed as 


Keyec as 


' d 


■> 0 


1 


1 . - 


/ 2 " *■ 


2' ' 


J' 


3 - 


4 


4 


5 


' 5 


6 




7 


7 


• 8 - 


8 ° 


9 






( 


) 


). 


4 


: 4 



Superscript Character' Set 



"ip". 



When the superscript character ^et mode has. been entered by-Akeying 
characters of the superscript character" set corresponding to the above list of 
substxipt characters may be eip:ered into the bibliographic recorci. 



SEARCHING 



Although it would be possible to obtain a bibliographic record from the 
central file^for displ«ay on a CRT screen by employing a call number, searching 
* for bibliographic information wijl undoubtedly be done entirely by use. of LC 
carJ numbers and search .keys when LC card numbers are ladyrrrg'* . 



LC Card Number 



The first action of a>cataloger at a CRT is to check the verso af th« title 
page 'of the book to be .cataloged to obi^in the LC card number. If ah LC -card, 
number is not' on the verso) the search should then be performed using the search 
key. ^ ' ' ' ' : ■ 

Before typing the LC card number onto the screen, the cataloger Sholild 
clear the screen by simultaneously depressing CONTROL and CLEAR PAGE* Type the 
LC card number onto the screen, depress the^ key labeleo DISPLAY REC'D, then 
depress the key labeled SEND. If the bibliographic record bearing the cal^ 
number typed on the screen is in the master file, it will be displayed^'^^ne s 
screen as illustrated-^ in Figure 4, ' * * ^ * 

Compare the bibliographic description on the screen with the title page. 
If the description i^/fpr the book at hand/ or if tH^ description varies only 
in minor detail such as imprint date, cataloging proceeds as described in the 



(Cursor at hoaie position) ^ * » 

Card No: 78-113725 . " • . 

ISBN: . \ 
Cat Source: LC' ' ■ ' 
'If • ^ 

.0 050 1 HE7781 #b .M3 . <. 

? 1 100 105 Mathison, Stuart L. <ff 

t> 2 245 10 Computers and telecommunicatiorvsi +b issues in public policy +c 

(by) Stuart L. Mathison (and) Philip M; Walker. *jf 

260 0 Englcwood Cliffs, N.,J. , :|;b PrentiGe-Hall (1970) ' " 

>4'300 7 xviii, 270 p. 25 cm. . • • 

> 5 490 0 Prentice-HalJ< seribs in automatic computation If 

P 6 504 .Bibliography: p. 244-260. ff- ' 

^.7 650 0 Telecommunication l^z U.S. 

>8 650 0.-. Electronic data processing Telecommunications. <ft 
^9 700 11 Walker, ghilip M.,+e joint author.^ 

10 090\ ' N^b , ' ' • . " ' 

1>11 049 

Figure 4^ Master record on screen for a'libr.-.ry using Lc' cfassification. 



subsequent section e;U it led CATALOGING tuTH EXISTING BlbLIQGRAPHIC^INFORMATION . 
If the description dcc5 not iiiatoh the title page, The search should then be 
carried out using the *sej|rch key described under Search Keys , the next subheading 
of this section. * i * 

Infrequently, two' or more truncated bibliographic entries will be^displayed 
when a search is pros'ccuted using an LC card nunber. This event ocxurs nlien two 
Qr more recqrds bear the same number, and when, it does occur, the cursor will be 
displaycfd at the honc^T^o.-iiti.an. liach of the truncated entries will 'be numbered, 
and if one of the. entries appears to match the title page at hand/ type its 
number, depress DIsAm-W KbC'U, then StND. The full bibliographic record will 
appear on the screen. Compare the description witir^he title page;' if it fits the 
title page,^-i)rocecd with the cataloging procedure. the description on the 
screen' does not fit the title pag% and if it is thoufiht^ that one of the other , 
truncated entries might do so, the display of truncated entries can be recalled 
by typing PS (abbreviation for "previous screen*'), and' depressing DISPLAY RI-.C'D 
and SliND. If biWiogrjphic record Cannot be f ound by using the LC ca*rd number 
that matches the title page^ clear the sdrecn and ubc the search key prQcedtire. 

JVhen' the bibliographic record on the screen matches the title page of the 
book at hand, proceed to catalog it as described in the next section entitled 
CATALOGING WITH EXISTING BIBLIOGRAPHIC INFORMATION . If the biblogrSphic record 
'is iiot found by either LC-card-iiumbdr access or' search-key access, it is then 
necessary to input ,tl)e cataloging information as described in a subsequent section 
entitled INPUT CATALOGING . . ^ ^ - 

'Search Keys Nan^e-Title'Entries ^ ^ 

The OCLC access system by name-title ank title-only entries^ employs a, 3,3 
search key. In the- case of the nam?-title entry, the search key consists of 
the first three letters of the m^in entry ai:id the first three letters of the 
first non-English-article -word, of the title* At the present time, 'foreign 
articles will be ^reated as the first word. 
**, 

Punctuation should be deleted from words% and the space, which the 
punctuation mark occupied, should be eliminated before the search key is 
constructed. For example, "U,'S," should be changed to "US^', the search key will 
be *'USiJ" where "ti" signifies, a blank. Similarly ''CBrien" becomes "OBrien!\ 
and the search key is "OBr". In constructing the search key for the title. 
The co-op in Swede^> , the English article '*The** Should be discarded an^ the 
hyphen eliminated from "co-op". Hence the key is **coo". 

The S,3 search key for a book by John O'Bric^i entitled The Co-op in Sweden 
(New York, Wiley, 1904) is •'OBr,'coo", However, it i.< immaterial to the system 
whether upper- and Tower-case characters are used or all upper-case or all lower- 
case. The follovVing three sear4:h keys, for 0'Brien*s book are equally vaiid: 1) 
OBr,coo; 2) OBR^OO; and 3) obr,coo. ' When ^the search-key method of access is 
.employed, one or more truncated titles will be displayed, on the* screen. A 
truncated entr> will consist of up to 58 characters of, the main entry, and if 58 - 
characters of tlie main entry are displayed, up to ,30 characters of the title, 
plus the d^te of imprint. This data will be preceded by a sequential number. 
If there is but one entry^ for a search key, as will be the case for three out of 
four keys, the full bibliographic record will be displayed ipnediately. Ninety- 
nine percent, of the time,, all of the truncated entries for a single search key 
will occupy less than one screen. To obtain the full bibliographic record. 



type the number of the entry desired; the computer' will have, placed the cursor * 
at the home position. Then depress DISPUy RHC'D and ShND. The full bi-bliographit 
, record will appear on the screen, • ^ . •, » ' * . 

_^ • It, more truncated entries are found than caft be displayed. on one screen • 
tn^^re will be a message at the top in the- following form': "Screen 1 of 2 
screens".. To see the next screen, type.NS, DISPWY^ REC'D and SEND. To return to* 
the previous screefi, type PS and depress DISPLAY REC'D and SEND.' If the search 
Jcey yields more entries than cait be displayed (wTtwo screens (nine entries per * 
screen), a message will be put oOt requesting the cataloger to enter a three- 
■ charactdt_key consisting of the first letter of the next three words in the title 
following the last word froiij which a key had been derived 6n the previous search. 
A conuna must follotf the fir§t and second pcs^itions in the key even when a 
position is^ blank, 'Next depress DISPLAY REC'D and SEND. 

■ • ' * , •. * ' 

The initial search key fpr the folldwing entry is ."US^i NOM" , and it &rodu-es 
more entries (102) than any oJ:Upr key from a MARC file of 150,000 records.. . ' 

U. S. Congress. 3ciijrtc., Committee on t'inanccfx 

Nominations.^ ik;aring, ninety-first Cdngress, 
second. session, oh nomination of Elliot L; Rich- 
ardson, of ^fassachusetts, to be Secretary of Health, /' 
Education, and Welfare. June 11 and 12, 19/0.' / 

III, 43 p._ illus. 24cm. 
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u£°M J,^^-"S/e<l»«ted to enter the three-character key, the catalogef will type 
.H.N.C (the hyphenated phrase "ninety-first" is treated as one word). Again 
there will be too many entries (55) for two screens, so" the request for a three- 
character key will be repeated. The cataloger will "then enter "S,S,0". This 
time there will be 22 replies, so again a three-character key is requested- The 
cataloger now enters "N,OvE". Only one reply will b<r made, and it will be the 
entry sought. the desired record is obtained in the worst po^ible case. 

Search Keys - Title ' > 

A work may be searched by its title in a name-title or title-only entry 
The format of the title-type search key is the first three letters of the first 
non-English-article word of the title followed by the first letter of the 
following three word's each separated by commas. For example, the title search 
key for George H. Daniels' American Science in the Age of Jac kson is "AME S I T" 
The Mtle, key for C. P. Snow's Last Things is "LAS.TVb.b". ♦ ' ' ' '. 

Search Kc^s - Ma"in> F.ntry Index - ' " " . 

(Suppl'en'rentary pages will be issued containing a description of the search 
keys to be used when searching by main entry only.^ 

• A 'I 
CATALOGING WJTH EXISTING BIBLIOGRAPHIC INFORMATION 

This section describes cataloging employing a master bibliographic record - 
displayed on the CRT screen that vas iwzated by using either an LC card number 
or a search key. The majority of cataloging will then proceed with' editing of " 



the bibliographic data and acceptance or construction of a call ^number, Howevei:, 
-before final cataloging, other information can be obtained from the system such 
as other titles by th:e same author, authority for entry, other titles classed, in 
;the same cla^s number as given on the master bibliographic record, and determina- 
tion as to whether the class naT^ber used by the Library of Cohgress is the same 
class number in which the library places books on the subject of the title at, 
hand. * ... 

Most Ubra/ies use the Library of Congress main entry as an Authority and , 
^'supplement Library of C<ingress cataloging with their own authority file. 
'Atitharity files may be entered into the sj^stem, but in their absence a Libr#y 
of Congress record wil 1 • be "displayed if it is'in the system, to check for 
authority information the cufrsor should be positioned immediately following the 
main eatry, then depress t1\c key labeled AUTUORITY anJ ^licn SEND. An authority 
recc*^J or a Library oT Cojigress record will be ^lisplayeS as a truncated' entry if 
either is .|ri-esent in the system. The cataloger may then obtain the. fuU feC^^H 
by follow/Ing the, procedure, described un'der the subheadi-nk Search Key . 

The ^cataloger , may also determine what titles have already been entered in 9 

given cl4ss number by positioning the cursor in the blank spa^e following the 

class number displayed On the screen providing that the*class number does not , end 

with a date; if tfie number terminates with a. date, ^place^^ the cursor in the blank 

space before the d^te. Next, 'depress DISPLAY KhC'D and then SEND. Truncated 

entries for up to ten titles classed under'.the ntimber. being searched by the • 

'library doing the searching will then be displayed oii^the screen. 
# * * 

Editing Bibliographic?- Data ' ^ ^ 

* The cataloger will probably first scan the bibliographic data for errors ard 
by **errors" is meant only errors spelling or in tagging and coding. These 
errors shou/& Jbe corrected on the scteen by overtyping the incarre<ft.,character or 
characterjT^ To overtype, position the cursor over/the incorrect character a. id 
type the correct character. * , 

If there is an extra character in the data on the screen that is not on the 
title page, that charatter may be deleted by 'ppsitioning the cursor on the 
of fending, characper and depressing the key labeled DEL. If characters have been 
"omitted <rom thp data fhat are on the- title page, inserHon of characters can be 
achieved* aS; previously described under INSERTION in the section, entitled 
OPERATION OF TERMINA L, The cursor should be placed in. the. position where the -, 
omitlcd text is to be inserted. then depre>s the key labeled INSERT; the small ^ 
orunge indicator 'lamp bearing the caption INSERT MOpE will li^ht up. Next type 
the text that is to be inserted. The text^ afreaJy^on the screen will 
automatically advance to make room for the new text. When the insertion is _ 
complete, depress the INSERT key again, the indicator lamp will go out, and th^ 
terminal will return to normal. mode. ^ - • 

A new field can be inserted by opening up a lira for the* insertion (5r by 
typing the new field following the last line "^displayed. To open up a new line, 
position the cursor at the start of th<^ line to follow the new line anAj^nserl: 
a paragraph mark.- Then put the terminal into insert mode and type in tl^ new 
field. 
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Whether the new field is inserted or- added, it must be given a decimal 
fraction number that uzll position the field relative to existing numbered .'fields , 
For example, .if a cataloger wished to insert, .the subject heading 'Toverty" as the 
first subject heading in Figure 4, the new field could be numbered 3.5. ^ 
Subsequently, the cataloger could add another subject-heading field between 
"Poverty" and "Social work with youth - New Haven" , by assigning* 5, 8 to the second 
new fiefld, . t " » * ' 

Whenever a correction, deletion, or insertion has been effected in a field, ^ 
the key ADV.ANCli LIXli should be depressed until the cursor is in the first position 
of the field following that in which the change was made. Then*" depress, SEND. 
This action will have the effect of communicating the altered field to the computer 
so that the .cirds produced will* contain the -change made in that field. Qnly thos.e 
fields in which chanties -rffe made need to be sqfit to the central compute^ when 
cards are to be produced from a bibliogra|)hic record already in the system. 

If -the book at hand is a different edition from the one on the screen, the 
edition statcf^ient and ,the imprint and perhaps other changes can be effected' 
u^ing the techniques just described. However, a different edition (not merely a 
different printing) constitutes a separate'bibliographic rec^d, and the edited 
text on the screen should be viewed as new cataloging. Therefore, follow ^he 
procedure described" under the; subsequent section entitIed" -INPUT CATALOGIiNG for 
the transmission, of the' data, field by field, to the central computer. 

Class Numbers * ^ • ^ 

■ ' . % 

For a bwk to be classed in thfe literature section of a classification ] 
schedules^aiid in some other sections of Classification schemes, it will be 
necessary^ -chock to see if the library usci the same class number for the author ^ 
- as that on the bibliographic recbrfl displayed. To do ao, the catalpger shpuld 
follow the procedure described above. If tJ*e library has used the class number, 
truncated entries for up' to the last ten titles assigned the' number will ' f 

displayed^ and if the entries' displa)^ed .are for t^e author being searched, *the 
^ cataloger can^ accept the class number dn the master bibliographic record. How- 
ever, that record will have disappeared from the screen when the truncated 
entries were displayed. Therefore, retuyn the cursor to home if it is not 
already there, type PS (for "previous screen"), and depress DISPLAY REC'D and SCND. 
The ^master record^will reappeat,. and the cataloger can con^tinue c&ta-loging'. 

When, the library*has not used the class number teing searchell, a truncated 
versipn of the entry, most recently assigned to the number on^either side of the ^- 
' number being searched will be displayed. If the alphabetized location of the 
author's name is between the two names displayed, the cataloger 'can accept ^ the 
class nujubci' on the master re^cord and procecil .is dost r^bcd in the ^previous • 
paragraph. = , * - 

^ When the author's name bein^ searched is not 'in an alphabetized location 
^between the names, in the two entries displa)^d, -the cataloger will select. an 



arbitrary class number Jbeyond the*number" for the entry tbat alphabetizes more^^ 

ou|iit. Type the selected number at the home* position. 



closely to the name s(_„ ^..^ ..w-rw |yw^xuxw.i, 

then CL, depress DISPLAY {lEC'D'aiid then SEND, The ^cataloger should'repeat ' this 
procedure until the correct, alphabetized location for the author's name being 
searched is discovered. . ^ ' 
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^^It must* be pointed out, however, that the procedure described in the last 
two paragraphs will not produce valid results until after the library has 
conyerted dnu ente^red into tH§ systen; its •entilre* she'lf list. ^ * 

Call Nunbef^ , :^ , ^ . * 

Processing of call numbers can constitute 1) acceptancK^f a call nuiAber 
displayed with .t^ie^ bibliographic data; 2)' an rflt^ration ^of the. call numUer - ' 
disp'layed; or 3) the addition of a book number to a class number display<ed. 



* Libraries mimicking LC cataloging will be.abl^ to ^ccept, LC call number^ 
as displayed when such a call numbdr is made up of an declassification number 
plus , a book nuntber. However, if thxj library has not converted- its shelf ^ii$t 
and is not employing a special character at the end. of call numbers produced iti 
the on-Unat system or is not using an "x" or some other character at the end of 
call numbers for which the Ifbrary ha-s done cgriginal cataloging, it wi*ll be . * 
necessary for the operatt>r to check- the call ntimber against tlje shelf 'list to 
determine whether or not the call niimber has already^ been used. Once the 
library has co^ivertcd all of its huldings into the on-line system, *the» checking 
can be dune from the terminal by placing the cursor at^ the >end of the call numbe 
field, depressing CHK CALL Nl^ and then depressing SEND. A message will-b^ 
printed out at the top of the screen informing the cataloger whether or not the 
call number checked has already been used. ^. , 

The cataloger may changp a call number by overtyping a character or - r 
characters, by deleting a character br characters ^ or by adding characters. 
Presumably such a changed call number, will require checking, aT«l the same 
procedure described in the previous paragraph should be followed. Libraries 
employing LC*s alternate literature class number or. Dewey classification numbers 
will need to complete such class nufibers when displayed on the screen by 
adding a book number. Once again, it will -be necessary to check whether or* not 
a new number has been used by following the procedure described above even 
though the Jibrary may be using a special symbol at the .end of the call number 
to denote that the call n;jn\ber was produced in the on-line systemT^ ' ' ' 

When the call number has been completed on the screen, it should be - 
written in^ the^book to be used* in physical processing. If the library has an 
optional printer attached "in the terminal, the cataloger should return the 
cursor to home, type LL (for labels), depress PROpUCE and then SEND. The 
computer will reply by writing text for the labels on the screen. Next, t-he 
cataloger should depress PRINT; the labels will then be typed on t5he forms in 
the typewriter. 

The subsection Mu ltiple and PartiaL Holdings describes t^e Mocedure for 
adding holdings infomaty)n to call numbers as well as location feomps not 
automatically suptplied.by the catalog production program. 

Holding Library ^ . • 

Unless this' field is filled in on the screen, the system will automatically 
place the symbol for the lit>rary doing the cataloging in the fie'ld. In some 
srfialler institutions there is only one holding library so that insertion of 
the holding library s>Tnljpl will alwa)^be automatic. 



In in!?titutions hijvipng ipoVe thtin one holding li()rary, the cataloger chpuld 
always eoter t!io holding library ^sNxiboI whenever the holding library differs- fron 
the main collection, in^tfie librar>\in ^hich the , cataloging is being done.' Thes^ 
sy:;:bpls' are the san^c as those employed in off-line catalog production. For * 
example, ,^at Ohio University, the symbol fqr^the reference collection in the main 
library Is ''OUR'^ and' this^ s>'!nbol should be typejd into' the position Je^ignated 
when the book is*to be shellved in Referenc^ Similarly, a book being cataloged 
for the^Fino Arts Library' kt Oluo^University should have "QUA" entered for it. 
When a book is being catalj^gied for the main library, no symbol need be entered, 
for the sys.;ci;i will automatically def-ault Xo the symbol for the main 

collection. ^ r 



Multiple and Partial iloltling ^ ^ * . * 

y > 

Proyisiun is made in the system for -recording and printing* holdings informa- 
tion. This section gives the cataloger sufficient information for him to be a))le 
.to introduce ir\to the system all^the data necessary for the pr'inting of cards'' 
and for- the circulation of the book. « ♦ • * 

m ^ . ' ' \ ' 

Hcare^ as 'elsewhere, the subfield delimiter "double dagger" will be 
represented by t\}e end -of-fi eld 'paragraph mark by llf" and ^11 other 

characters will represent themselves. 

^ The. tag' for the holdings field is 049. There must be one and on-ly one 049 
field for each and every call number. Thus, if the cataloger has assigned* two 
call numbers to two_ copies of a book, then each of the call number fields should 
%^e succeeded immediately by a holdings field.* Jf the holdings field is absent, 
a default 049 -field will be used by the system. , * ^ . ' 

^ The interpretation and use of the contents of the 049 field is governed by 
its indicators. Both indicators for the 049 ficj^d will be used. The first 
indicator controls the printing of the holdings information. If the firsf^ 
indicator is r 0 (zero), the holdings information is fov circulation purposes 
only, and no iaformation below the holding library levpl is to be printed on 
any. cards. If the first fjidicutor is either a 1 or a 2, all holdings information 
will ^e used in card ^iroduction. The information will be formated according to 
one of the two formulae specified by the library and selected by the indicator. 

The second indicator indicates whether vor not the. 049 field contains all of 
the holdings information for this particular titie-call number combination, A 
^ 0 (zeYo) is used to' i^idicate' that the information in the 049 field is complete; . 
a 1 indicates that it is incomplete. > ' ^ 

The "a" subfield is sx*t up to hold all the shclvni^ information nt-cessary 
to locate a book. The most important itcyij is the holding library code. These 
codes are the same three- Utter codes that wcr^ used in the of f-^ line system and 
have the same meaiuing. If witliHn -a holding library there are special shelving-^ 
ji)jiations for which no codes have been assigned, the stamps corresponding to 
.these locati9ns will also be carried in the "a" subfield.' For example: 



be usedf 



For Xavier*University (XAV), which has a locked stack, 'the ^followi^ might 



049 00 X^VV [LOCKED j [STACK] ^ 



t 

s 



(ex. 1) 



^ Thure arc fout thiu'^s to note in this (rxajrfpl^: 1) the 'ia** is not written in since 

the first bujfxclu 16 ih^' **a** subfield; 2} brackets sui;round all information with^ 
* the exception of the holding library code: .3) each line of the stamp is bracketed 

separately.; and 4) the stamp follows' the holding library- code indicating that it 
should Be printed below the call number, - 

/ . " ' . . - * . - _ 

[ , Ohio University (OUN) , which does not h^ve automatic cTl'ersize, can indicate 

the special shelving of an oversize book by: 

0J9 OU [QUARTO J [SHELF jOUX 5f " . (ex. 2) 

Note that in this case the stamp would ie printed abov6 the call number. 

I If a library shelves only the latest volume of a ser^^l in a special 

location, this informat-ion, when carried as a stamp, can be carried in the "a" 
subfield. For example. Marietta College (MRC) shelves only the latest volume of 

^ Moody* s .handbook of co!mno.n stocks in its reference celiection; ^11 previous volumes 

are shelved in tht: main library^s stacks. This information can be carrieS in the 
system as: 

I ,049 01 MRC[LAThSt][VOL IN][REF]if (ex. 3) 



As with the off-line system, no stamps should be entered which would other- 
wise be. produced automatically such as' those based upon the holdilJjiUbrary code, 
automatic oversize, etc. - ' = • 



If a sing.le copy of a work is to be^shelved in the Cataloging library aVuLno 
special stamps are to be- added to the call numbei*, then th^ holding library cod© 
foi the cataloging library need not be entered it v/ill be used as the defgi^jT. 
For example, if 'Kenfon College (KEN) were cataloging a work for the main library's 
stacks, then 

049 OQ^ (ex. 4) 

and 

049 00 KEUf ' - / (ex. 5) 

would coovey the same information to the system, and either could^oe used, 




049 00 'XAV[L0CK12D] [STACK] f c 1 fi^ / ' (ex. 6) 

and in example 5 by entering: ^ 

• . 049 00 :^c 1 4f • ' * • ' (ex. 7) 

If in example 5, ^ree copies of the book had been acquired, the following 

equivalent holdings fi^ld could have been entered: 

049 00 +c 1-3* (ex./^) ■ 



As a sur.^iary to the proceeding examples, one more example with a Single 
variaticii cj . be dcwUpeJ. If Ohio btate University^ has 'three copies of a work 
and i^f the cataloger, wishes to provide the system wifh the following information: 

,the main libr^try (OSU) has copy 1 \ 

the finr arts library (OSF) has copy 2 | 

copy 3 is Jacking ^ 

the main library^has copy 4 ^ ^ - 

This information could be entered ii?to the system as: 

049 00 OSW^c 1,4 4^a 0SF4:c 2 ' . ' (ex, 9) 

This entry' can be read as , 

OSU has copies 1 and 4, and OSF has copy 2, ! 

If Ohio State University numbered its copies within the holding libraries 
instead of within' the total library sj^&tem, and if thd. missing copy had been the 
second copy in the main library, thjeffT ^ ^ ^ 

OSU has . a copy 1 . ^ ^ 

OSU is lacking a copy 2 . ^, 

OSU has a copy 3 ' 

OSF 'has a copy^ 1 ' ' . 

1, * 

would have been the desired' information to entep^ and example 10 will accomplish 
this entry. > ' ^ 



049 00 OSU tc 1.3 #a OSF :|:c 1 



(ex. 10)", 



The difference between multiple and partial holdings, statements (both are. 049 
fields) lies in the subfields- used and hence is determinfd mostly by tfre cataloger. 
Urtdec a certain sef of conditions (specified below) the cataloger can tcmtriu^tr a 
049 field completely and unambiguously by using onfy "a"^nd "c'' subfields. A 049 
fielt^ so constructed is a multiple holdings statement. If any of the* other avail- 
able subfields are used (all of which are defined below) tfp.' resultant 049 fiwld 
is a p.irtial holdings statement. . ' 

The conditions under which a multiple holdings statement, can be used are: 1) 
the library must have one or more, complete copies of th* work and no incomplete . ' 
copies (i.e. no ph>sical volu;nes are lacking from aify set); and-2) the Jiumter o'f 
physical volumes must be ascertainabj^from the collation statement;- as it 'appear^' . 
in the master- record. For this seconcPbnndition to hold*true, ther ccllation iLne 
must begin with pagination infonnation (Ae. the wcsjfk is complete in,on*e volumef 
'or begin with "n v." or "m v. in rtt' where bnth "m" and "n"'- represent- Arabic 
numbers in these formulae, and "n" is taken to be the number of physical volumes 
in both fonnulae. if either of the above conditions cannot be met (for example, ■ 



the nur,t>cr^of voluncs is , open) , then the holdings st*itement must be jnade into a 
partial .hold^xngs stater-nt. If the volimies are not known, as vol.1; voJ.2, etc. 
within \he. library (e.g.„ it 'dates or accession nu-Tibers are use .to ^ 

and circulate individual volumes) or if one or more volumes art under 
different call uum^ers (i.e. volu:nes of the work havq to be split oetween two or 
more different 049 fields) the holdings statement^ must be a partial holdings 
statement. ^ * " • ^ • - 

^ The "v'* subfieid is to identify volume information either physical -or biblio- 
graphicjj, depending upon the library's practices. If the 'catalo^er records ^ 
bibliographical instcad^of physical volumes and if the number^ of physical volumes 
differs fruiii the number of bibliographical volumes, then the cataloger will have 
to use ♦additional subf ields aiid/or brackets (see below) to describe to the system 
how the bibliu^jraphieal volumes^relate to the p^hysical volunies. For example, if 
Western Cullei;c i »r Wtnngn (WCW)''had two copies of volume 1 and one copy each of 
vuluiiie 2 and 3 of a 3 volujne (both bibliographical and physical) set, then the ^ 
following', WDuld be used:. ^ . » 

• ' " » ' » 

049 10 WCW-^c.'l +v 1-3 4^c 2 ^*v if \ ' ^ ^ (ex. ll) • • 

The "p^* subfield is the i^ext level of breakdown below the "v'* (volume) level 
For example, if Oberiin College had one comple^ copy of a two yolume work the 
first volume of which was in two parts and each part was bound separately 
(collation starts: 2 v. in 3), then the following would be used: - 

(M9 10 OBE +9 1 4v r+p 1,2 4:v 2 * ' , (ex. 12)^ 

The ^'q'*, "r", "s**, "f' and '*u" subfields represent additional successive 
levels of 'breakdown below the "p" subfield. The "aaiiies*^' of these levels and for 
the "v** and *'p'* levels depends upon the formulae specified by the library-; 
however, it 4\as Seen assumed up to this, point that "volume'* (vol,, vol/ v., etc.) 
has been used 'at- the "V' level and *'part" (p^., p., etc.) at- the "p" level. 

V - 

0»ce a foTOUla has been set up by a library to control printing of holdings 
iriformation, it will then become necessary occasionally* to change, th? text of . 
the^'formula. For example, if the formula has been set up- to preceed the contents 
of the *\v^j iyubfield with the tcft "v." when printing and if the cataloger now has 
a Gexman^work in hand and wishes to *use^ "Bd . then the cataloger should enter 

-fv [Bd.] 1-3 

* ■ * 

instead o{ the jioniial ^ 

' ' :^v 1-3 . , . --^^^ 

hlienever bracketed text preceeds the nonrtal content^ of a subfield, the bracketed 
tej^ overrides the default text specified in the printing "formula^ |v 

Occasionally the need arises' to- use non*~numcric information in one of t\(5 
subfields fh\the pl^e 'ofjufift^ric information (e.g. a book -has two parts **a*' and 
•V, instead i^f '^^^andf^ non-numeric data is placed in parentheses in 

place of the numeric information for the example cited above: 

\^\^ (a),(b) 
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Also, if nu:. ci;ic data contains a'dqcirral 'or a hyphen, the data should appear in 
parentheses. 

The following three examples (ex. 13-15) were 'drawn from the holdings of 
. Bronn's Klassen 'and Ordnungen des Tierlreiehs in the Bdtany and Zoology Library 
at Ohi^o State University (OSB) . 

049 11 OSB 1 4v [Bd.l2 :|:p [Abt.] 1 ^ ' 

(Buch) l-sqf c ^ • . (ex. . 

Ex^plQ 13 recprds Bd.2, Abt. 3, Buch 1 through Bd.2, ABt.3, Buch 5. 

.045 11 OSB+c 1^ [Bd.]3 4i)[Suppl.] 0 +q ' ^ 

lAbt.Jl 4t [I.fg.],{l-47).[I.fg.](48-^)8)<ff', . ^ • • (ex.14) ' 

lixample 14 records Bd.3, Suppl., Abt.l, Lfg.1-47 and Bd.3, Suppl., Abt.l, Lfg., 
48-9«. ' ' > ' f 

049 n. OSB+c 1 =fv [Bd.]54-p [Abt.]3>q [BuchJlZ 

lTeil](a).[Teil](f)<ff ' ^ ' \ (ex. 15) 

Example 15 'records Ba.5, Abt. 3, Buch 12, Tell a and Bd. 5, Abt. 3, Buch 12, Toil ,f. 

I"^ a library records such data as accession numbers, dates, or dates ^ 
pubJication as part of holdings infonnation, this data should be placed in brackets 
following the numeric and/or parenthesized portion oAthe lowest level subfield 
corresponding to* the item. ^ ^ ^ 

Some examples are: 

049 11 W(^\^c 1 29{46862],30[48350]<5f 

049 irWCW+c 1 -^v 1011969] ,11 [1970J<J 

049 ri-ffCW4=c 1 [37226], 2 [37227]^ 

Wfcencvey volumes bearing the "same title are bound together but the library 
desire^ that they be listed separated' in the library's hroldings, the binding of 
the works should be indicated with braces. Some examples are; • ' 

U49 11 OSU+c l4^v 30 ^^p [no.]l[Jan.]y:>()J,tny.]2[Mar.l956],[no.]3[M:iy 1956J , 
[no.]6[Nov. 195(,]jt ^ . . (ex. 19) 

049 11 OSU 4=c 1 {Jv l-sj, (6-10^,11,121 ^ • - (ex.20) 

In example 20, volume 1 through 5, and 6 through 10 are bound together. 
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Local t^otc 



If there is a note to be printed on the card that relates onlry to the specific 
copy being^ cataloged, that note ^should be written in the 590 field. Both i 
indicators ''are blank. " } 



User Option Area* ▼ / 

If data is to be entered into the user option area on the bottom line of cards 
(sec Manual for OCLC Catalog Card Production (February 1971) p. 28). the data is ^• 
given the tag 910. Both indicators-'are blank, l-or , example, an accession number 
to be^in this area would be entered as follows: / - • • 



910 



123455. 



• However, if a library's profile provides for data/fcT* go automatically into the 
user option, area, entries sjjould'not be r:.ade manuarlly into the 910 field. 

Piroduction of Catalog Cards 

*' 

When the bibliographic data has been edited, the call number constructed, the 
holding library symbol added, and local notej'T^f' any ,^ put in the 590 field, the 
cursor shouJd be relumed to home, the kevj#belea PRODUCE should be depressed and 
then.SLND. This action will cause all n^<i5essary cards to be produced to be 
delivered to the cataloging library in ^i>«rtks ready to be filed in individual 
catalogs. The new -holdings information about the title in.cludiiig institution, 
holding library, call number, and local note ^f any, will be*;added to the system 
files. In addition, all information required* to reproduce the catalog cards will^ 
be retained on an archive tape* , ^ ' 



^INPUT CATALQJ[^1NG 



Cataloging that is new to the central data'base will be discyssed in tVys 
section. From the viewpoint of^the cataloging library, such cataloging may ^not 
be ''original'* since it^ma^co^titute LC cataloging not available in the»mastcr 
bibliographic record file, but available elsewhere such as on a paoof slip or 
in the printed National Union Catalog* " 



^ ' To undertake input cataloging^ the cataloger sliould first reqi^st a workform 
of the systom. Return the cursor to home position-f i f ^leccssary . Type Wl'-^ 
\ fur '^vurkfopn^O > then dcprcj;s DISPLAY 1U:CM) and SLND; A'worki 



*k ft urn 



(abbrevi ati on 

like that depict^ in Figure 5 will appear on the screoi. The dashes, "--"^ in. 

Figure 5 will be blinking to remind ^e Ci>taloger to fili them, in.' The blinking 

dashes rep^c\ent digits in t^e tags and indicators. The asterisks in Figure 5 
represent par\g?raph marks. 



^3*fansmiss\on of input cataloging in the computer is field by field.' As soon 
s a field has 'been completed, the ADVAiNCF LINE key should be depres^d and then 
SEND; the- completed field will be transmitted. The entire fixed field should be, 
transmitted in the 5ame manner. When all fields have been transmitted and the* 
coimnand' to produce cards h*^^ bee^ given, the computer will assemble the fields 
into a master biblographic record, assign to the record an -^CLC record niunber 
if an ,^C ITurd number is ivckin^, aiJd Ip**^ record to -filQS, index it, and produce 
c/irds. / ^ 



i 



[Cursor at home position] 



^ I 



, Type: 

Form: 
, Intel Ivl; 

Bibl Ivl: 



Lang : 
I3BN : 
Card No: 



> 



24- 
250 
260 
300 

4- - 

5- - 

6- - 
7v- 



t>-10 8-- 

.>11 092 

>12 049 

>13 590 



b c <P- 

b c <f^ 

^ i 

d "tt- 



. Figure 5: Workform on •screen for a Dewey library 
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Fixed Fields 

In the workfprm there are seven fixed fields that prec^ede the bibliographic 
data fields. These fields n»ay>e filled in at anytime during the cataloging. All 
fixed fields except iHustrations ; ISB!1, and LC card numbers will have defaults 
that 4^111 be in effect unless expressly overridden. The cataloging source item 
can be defaulted according to the terminal being usjsd, but this item is also 
capable of being overridden. For exarple, it may b"e_in a university library system 
that the main library does most of the cataloging centrally, but that some depart- 
ment libraries, such as the'music library, may catalog special types of mateifial. 
If the music library catalogs phonograph records and has access to the terminals in 
the central library, the operator can then key in the music library symbol* as 
cataloging source,^ 

111 the following listing the' default conditions are anderlined. The default 
techniques makes it necessajry for the catalogcr to key in the appropriate symbol 
only when the default is not in effect. For example, whenever the material being 
cataloged is printed language material as will be the case most of the time', it 
will not be necessary to key the character ''a*' after TYPE. However, if the 
material is printed music, then the character "c" must be keyed in, 

TYPE: one character ' . * 

* Language material. Printed * > 

b Language mateirial. Manuscript 

c Music, Printed 

t Music, Manuscript 

e Maps md atlases. Printed 
t ' 

^ f Maps, Manuscript 

g Motion pictures and filmstrips 

h Microform publications 

i Phonorecords and other sound recordings. Language or spoken 

j Phonorecords and other sound records. Music ^ • ' 

k' Pictures, designs, and other two-dimensional representations' 

1 Computer media , i.e., machine-readable data 

x Authority data. Names 

y Authority data. Subjects 

BIBLIOGRAPHIC LEVEL: one character * 

m Monofi'raphs^ 

s SerialSs^ 
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INTELLECTUAL LEVEL: 



\ 



one character 
Juvenile ^ 
Non-juvenile 



FORM OF REPRODUCTION: one character 
a Microfilm 
b 



c 

d 



' Microfiche ' ' • 

Micro -opaque 

Largo print ' ' ^ , . 

blank C^ot a reproduction ) 

^ *^ 

LANGUAGL: Three alphabetic characters ^ . ' 

» 

eng English (Appendix II is a table^of language codes) * 

If the language of the title differs from the language of 
the text, thie abbreviation for the title language should 
be entered following^ a comma typed after the abbreviation 
for the text language*. 

eng, fre 

ISBN: A 10-digit number 

CATALOGING SOURCE:/ three characters. 

LC CARD NUMBER: Complete number including piefixes and suffixes if jjresent. 
Bibliograpluc Data Fields - ' ' ' 

The bibliographit data fields should be filled in according to the instructions 
*giv,en in the manual entitled Creation of Machine-Readable Catalog Entry . For p;xd|nple 
the first line of bibliographic data, namely the main^cntry, in Figure 4, could, be 
in as follows: ^ 



filled 



(1) 100 10 Gary, Mux, '#d 1881-1958. <]| 



This line was prepared by placing the cursor over the first blinking dash 
fpllowin^g the "1" in the tag, next the "0" (zero) was typed, anctjjga^ "0" , a 

this junction the cursor was on the $paceb6fore the 



a "1" and then a "0". At 



space, 



double dagger. The key labeled INSERT was pressed and th/e author's name including 
the final comma was typed'. While the author's nlame was being typed, the "/ 
delimiter, sub-field ccfde "d" and the paragraph mark moved along to the right, oV""'^ 
the data being inpfet, Fplfowing the author's name, a space was inserted by 
depressing the\space bar. Th.en the cursor-move- right 'key was held down until the 
cursor had mcveiL o^to the paragraph mark. The birth and death dates and period 
were -then typed in. The INSERT key was dcp?-essed again to take the terminal out 
of insert mode, a;id the ADVANCE LINE key depressed so that the cursor Was 



r 



! 

\ 
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'positioned at the first column on the nekt line. Next SEND' was depressed -so that 
the first field^^was transmitted to the computer. \ 

The following example is more complex: 

(r) 100 00 Constantinus =|?b XI Dragases, . . * 

+0 Emperor of the Kast, =fd d.i453 

In this example, the cursor wa5 positioned on .the first blinking dash that followed 
the **r* of the tag as shown in Figure 5. Ne.xt, the c^talc^er typed in the **0'' 
(zero), another "0", a space, and two morje 0*5 in the .two indicator, fieldk. The 
first indicatq^r designates the main entry as being a forename. .At^this juncture, 
the curspr was on the space before the delimiter. The INSERT key was depressed and 
'^Constantinus*' was typed followed by a blank which was typed in using the space . 
bttr. Next was tyj^e^. the'%elimit6f^and the lower case 'V followed by a blank, then 
**XI Dragases,*' another blank wds inserted aAer the comma and the delimiter 
followed by lower case ''C'\ was typed, then a b'iank, and then 'T;mpcror of the East'' 
followed by a comma. Another blank was inserted ^ and the cur-sor-move-right key 
employed to move the cursor past the subfield code **d'' to the paragrag|| mark. 
Finally, **d, 1453" was typed in., Thten the IKSERT Icey was depressed again to take 
the terminal out of insert made.^ '5nd ADVANCE LINE was depressed, thereby position- 
ing the cursor in the first position of the next line. Lastly, SEND was depressed 
to transmit the main entry field to the central computer. The remaining fields 
through tag 800 should be constructed in the same manner. 

If a field /on the workfoim does not exist ii^ the data, it f an Jb'e skipped 
over by depressing ADVANCE LINE*, For QX^ple, .af^er transmissi^ii ^ the title 
field, the*cursor is blinking on the first charactp of the edition field. If 
there is no edition statement, the cataloger h^s only to depress ADVANCE LINE- ^ 
to skip this field .so as to insert data in the impx\int ^eUL^ ^Similarly , if there 
is no»data to be'inserted following a subfield code* i;r the workform, the computer 
will automatically elim^inate that code. For <^xampl^, in the imprint field a 
publisher may b\ lacking so that after plac? of publication has bcerx ins'erte|i, 
the cursor .will be moved to a position following subfield co^ **c" aijd- the date 
inserted. When the imprint is tran§mitted\o the computer, the computer will 
discard the delimiter and subfield code **b"^ 

Nott^biblibgraphic fields • - , , 

Data for the, call ftumber, holding library, , and local notes will be inserted 
'in the manner described for such new information, in the grevipus section. Each ^ 
field should b6 scpar>ately transmitted to the central site^, 

The^ languages field (041) should be fiHed in' if appropriate and transmitted, 
(See MARC manuals) 

Produce Cards ' ' - . 

. . ..Ill . ^ f 

The production of catalog cards is carried 'out as described at the end of ^ 
the previous section except that in input cataloging all of the input cataloging 
in fixed fields will also be added to the master record base. 
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APPI-;NDIX 1: ^able o-^ Chaijcters 



Unless specified otherwise, the character displayed in the Table is the 
desired character, and the keys activated to -produce a character are the same as 
the keys that would be used in ^normal typings The SHIFT and SHIFT LOCK J^eys are 
operated in the same manner as the corresponding keys of a typewriter and serve 



the same function. 



^ The CONTROL key is operated in the same manner as a SHlFT key. but serves 
a different function. The CONTROL key is a special •••shift" that is nfecessary . 
for the generation of the sturt-of-mi6ssage paragraph nrark (If), and 

'delijjuter (4^) characters, and the cipar-jiage and master-reset functions. 

The HSC (escape) key is also a spetial. ••shift^^ in its func^tion; however, 
it is not operated as a shift key. Whenever the .ESC key is struck, the keyboard 
is conditioned^ for the special character set which includes the diacritics. 
Hence, after staking the tSC key, both hands are, free to activate the other 
key or keys necessary to produce the special character.' The ESC key is also 
used in .the two stroke operation ESC, DEL PARA in order to delete-to the next 
paragraph mi: rk, Jf the ESC key has been depressed accidental ly^ts effect 
can be canceled by striking the CONTROL key. 

The ADVANCE CpRSOR bar may be used in place of the BLANK key under either 
of the following conditions: 1) the machi^^ is in the INSERT MODE; or 2) the 
cursor is positioned at an otherwise -blank position, on the screen; 
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Code 

ACH 
AFR 
AFA 
AKK 
ALB 
ALE 
AL€ 



ANr, 

AI>A 
' ARA 
ARC 
ARP 
ARN 
ARW 
ARM 

ASM 
AVA 

AVE 
AYM 

A2E - 

*BAt 
BAT 

BAM 

■ BAK 
, BAQ 
BEJ 
BiiL 
BEM 

bi:n 

Bill 



BRE 
BUL 
BUR 



APPENDIX II: ,LIST OF LANGUAGES AND LANGUAGE c6dES - July 15, 1969 

(Exn-acted fr^n Data Preparation Manual: MARC Editors) 

Language i 

Acholi 
Afrikaans, 

Afro-Asiatic , (Other) * ^ — - 

Akkadian ' , . . \ 

Albanian ^ • 

Aleut 

Algonquin * 
Amarinya see Ambaric 
Amjiaric 

Ancient Greek see Greek (Classical) 
Ancieirt Hebrew ^ see . Hebrew 
Anglo-Saxon 

Apache - ' , - 

Arabic ^ 

Aramaic 

Arapahoe * . ' * ' , 

Araucanian , * 

' Arawak, . - ^ 

Armenian . ^ t " 

Armor ic see Breton 

Assamese 

Avar ' 

Avaric see Avar 

Avesta 

Aymara 

Azerbaijani 

Azeri see^ Azerbaijani 
Baluchi ^ ' 
Baltic (Other) 

Bainana sge Bambara - • 

Bambara . * . 

Bantu see Niger-Congo 

Bashkii\ . * 

Basque ^ - 

Be j a 

Belorussian 

Bemba ' ' ' 

Ben^'.a 1 i 

Berber G^oup \ % - 

B'ihari ' ^ 

Baluchi^, see Baluchi * , ' 

Bishari " sec Beja r -.-'^ 

Blackfoot . ' ^ * 

Bohemian see Czech . ♦ 

Breton , V - > 

Bulgarian 

Burmese = , ^ 
Bushman see Sub-Saharan African 



r 



CAD 
CAM 

CAR 

CAT 
CAU 
CEL 
GAI 

CHE 
CHR 
CHY 
CHB 
CHI 

, CHN 
CHO 
C'lU 

rCHV 

COP 
COR 
CRE 
CRP 
CRO 
CUS 
CZE 
DAK 
DAN 

DEL 

1)In'- 

DRA 

DUA. 

OUT 

EFI 

EGY 

'eng 

' ENM 



nsK 

HSP 
EST 
ETH 
EWE 
FAN 

>IN 
FIU 
FLE 
FON 



Kannada 



Caddo 
Cambodian 
Canarese see 
Carib 

Castillian see Spanish' ^ 

Catalan • , ^ 

Caucasian (Other) 

Celtic ' .; 

Central Americfan Indian (Other) 

Cha 1 dean see Aramai c ' 

Chechen 

Cherokee 

Cheyenne 

Chibcha ^ 
Chinese ^ 

Chinook ( ^-^^^ ' 

Choctaw 
Church Slavic 
Chuvash 

Classical Creek see Greek (Classical) 

Coptic 

Cornish 

Cree . ■ ' 

Creoles and Pidgins 

Croatian ' 

Cushitic (Other) 

Czech , I 

Dakota 

Danish 

Dano-Norvegian see Norwe^ian^ 
Delaware 



see 



Dinka 



Denca 
Dinka 

Dravidian (Other) 
Duala 
Dutch 
Efik 

Egyptian 
English 

English (Middle) 
English (Old) see 
Erse ^ see Gaelic 
Eskimoan see Eskimo 
Eskimo 
Esperanto 
Estonian 
Ethiopic 
Ewe 
Fang 

Farsi see 
Finnish 
Finno-Ugrian (Other) 
Flemish 
Fon 



Anglo-Saxon 



see Persian (Modern) 



I 
I 

I 
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[ 

li 
l! 



ERIC 



I 



FRE 
FRM 
FRO 
PR I 
GAA 
GAE 



,GAL 

GEO 
GER 
GMH 
GOH 
GEM 
GON 
GOT 
GKC 
GRE 
GU^ 

GUJ 
HAU 
HAW 
HEB 
HER 
HIN 



HUN 
HUP 

ICE 
ILO 
^NC 
INE 
IND 

im 

IRA 
IRI 
IRO 

ITA 
JAP 
JAV 



KAC 

KAM 

KAN 
KAU 
KAA 



(Irish> 
(Scots) 



see 
see 



Irish 
Gaelic 



see Ethiopic 



f rench 

French (Middle)' 
French (Old) 
Frisian 
Ga 

Gaelic 
Gaelic 
Gaelic 
Galla 

Gcoz 
Georgian 
German 

German (Middle High) 
German (Old llir.h) 
Germanic (Other) 
Condi 
Gothic 

Greek (C 1 a sr, i ca 1 ) 
Grot^k * (Modern) 
Guarani 

Guerze see Kpelle 
Gujarati 
Hausa 
Hawaiian' 
Hebrew 

Herero * 
Hindi 

Hindustani (Arabic) 

Hindustani (Nagari), 

Hottentot see Sub^Saharan African 
Hungarian 
Hupa 
lai see 
Icelandic 
Ilocano 
Indie (Other) 
Indo-European (Other) 
Indonesian 
Interlingua 
Iranian (Other) ^ 
Irish 
Ir.oquois 
Isi-Xosa 
Italian 
Japanese 
Javanese 

Judaeo-German 

Judaeo-Spanish see Ladirio 
Kachin 

Kafir see Xhosa , 
Kamba 

Kanarese see Kannada 
Kannada 
' Kanuri 
Karakalpak 



see 
see 



Urdu 
Hindi 



>1a 1 ayo -Po lynes i an 



see Xhosa > 
(Use for related Japanese languages and dialects) 
see Yiddish ^ ^ 
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ierIc 
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\ 


KAR 


K<ircn 




KAS 




- 


' KAZ 


Kazakh 






Kechua see 


Quechua ^ 




Kewa see. 


Papuan-Australian 




Khmer see 


Cambodian 




Kikuyu ^ 
KjiMbundu see Niger-Congo"^/ 


^ KIN 


KinyarwanUa 




KIR 


Kirghi z 




TON 


Kongo * 




KOR 


Korean ftise 


tor related Kprean "languages and dialects) 


KPI; 


Kpe lie 




KI^O 


Kru 




KUR 


Kurd ish 




KRU 


MirUKli 

i 




LAD 


Lau mo 




LAI J 


Lahnda . 




LAM ' 


Lamb a 






Landsmaal 


;ee Norwegian 




Languedoc 


see Provencal 


LAO ' 


Laotian 


LAP 


Lapp 




LAT 


Latin 




LAV 


Latvian 




LIT 


Lithuanian 




% LOL 


Lolo 




LUB 


Luba 


•» 


^ LUG , 


^ Luganda 




LUI 


Luiseno 




MAC • 


Macedonian 






Madagascan 


see Malagasy 


MLA 


Malagasy 




MAY 


Malay 




MAL 


Malayalaji» 




MAP 


Malayo-Polyr^sian (Other). f 


MAN 


Mandingo 




MNO 


Manobo 




mo 


Maori - 


i 


MAR 


Marathi 




MAS 


Masai 






Mashona see Shona„ 


MYN 


Mayan 






Mbundu sec 


Niger-Congo 


MEN 


Nfende 






Middle Kngli 


sh see Lnglish (Middle) 




Middle French .see l-renrh (Middle) 




Middle liiglr 


German >>ee German (Middle High^ 




Middle Persian see Pahlavi 


MIS 


Miscellaneous 

Modern Hebrew see Hebrew 


MOL 


Moldavian 






Mole see Mossi J- 




Mongo see 


Lolo 
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ill 



li 
li 



er|c 



I 
I 
I 



MON Mongol 



MOS 
MUL 
MUS 

naV 

NEP 
NEW 

NIC 
NAI 
NOR 
NUB 
NYM 
NYA 
NYO 
OJl' 



ORI 
OSA 

OSS 
OTO 
PAH 
PAL 
PLI 
PAN 

PAA 



PER 
PEO 
POL 

POR 
PRO 

PUS 
QUE 
RAJ 



ROA 
ROH 
ROM 
RUM 

RUN 



Mongolian 
see 



see Mongol 
Mossi 



More 
Mossi 

Multilingual 
Muskogee 

N^ndi see Sub-Saharan African 

Navaho 

Nepali 

Newari 

^S""^ see Malayo-Polynesian 

Niger "Con^o (Otherp 

North American Indian (Other) 

Norwegian 

Nubian 

Nyamwezi 

Nyanja 

Nyoro 

0 j i bwa 

Old Church Slavonic see Church Slavic 
Old English see Anglo-Saxon 
Old French see French (Old) 
Old High German see German ^Old High) 
Old Persian see Persian (Old) 
Oriya 
Osage 
Osmanli 
Qssetic 
Otomi 
Pahari 
Pahlavi 
Pali 
Panjabi 
Panjabi 



see Turkish 



(Western) see Lahnda 
Papuan-Australian (Other) 
Pashto see Pushto 
Persian (Middle) s ee Pahlavi 
Persian .(Modern) 
Persian (Old) 
Polish 

Polyglot see Multilingual 

Portuguese 

Provenijal 

Pun j abi see Pan j abi 

Pushto' 

Quechua 

Rajasthani 

Rhaeto-Romance see Romansh 

Riksmaal see Norwegi an 

Romance (Other) 

Romansh 

Romany 

Rumanian 

Rumansh see Romansh 
Rundi 
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Ladino 

(Cyrillic) ^ see Serbian 
(Roman) see Croatian 



RUS Russian 

Russian (Old) see Church Slavic 
SAM Samaritan 
SAD Sandawe 
SAG San go # 
SAN Sanskrit 

Scots Gaelic see Gaelic 
SEL Selkup 
SEM Semitic (Other) 

Sephardic see 
SER Serbian 

Serbo-Croatian 

Serbo-Croatian 
SRR Serer 
SHiN Shari 
SI 10 Shona 

Siamese see Thai 
SlU ^ Sidamo / 
SNU ' Sindhi / 
SNII Singhalefe^ 
SIT Sino-Tibeliin (Other) 
SLA Slavic (Other) 
SLO Slovak 
SLV Slovene 
SOM Somali 
SON Songhai 

Sorbic ' see Wendic, 
SAX South American Indian (Other) 
SPA Spanish 

SSA Sub-Saharan African (Othe:i^) 

Sudanic .see Niger -Congo 
SUK Sukuma 

SUS fSusu " r 

SWA Swahili 
SWE Swedish 
SYR Syriac 
TAG Tagalog 

* Tai see Thai 
TAJ Tajik 
TAM Tamil 
TAR Tatar 

Tchetchen see Chechen 
TEL Telugu 
TEM .lemne 
TER Tereno 
THA Thai 
TIB Tibetan ' 
TIG Tigre 
TIR Tigrinya 
TSI Tsimshian 
TSW Tswana 
TUk . ' Turkish 
TUK Turkmen 
TUT Turko-Tataric (Other) 



\ 

\ 

\ 



TWI 


Twi 1 


UIG 




UKR 


III,'''.! i fi i an 


UMB 


linihiiritiii 


URD 


Urdu * 


UZB 


Uzbek 


VIE 


Vietriamcse 




Vote see Voti<;h 








Votic see Votiish 


VOT 


Votish 


WAL 


Wa 1 amn 


WAS 


Was ho 


WEL 


Welsh 


WEN 


Wendi^c 




Wendish see Wendic 


WOL 


Wolof ^ 








Xosa see Xhosa 


YAO 


Yao 


YIU 


Yiddish 


YOR 


Yoruba 


^ZAP 


Zapotec 


ZEN 


Zenaga * 


ZUL 


Zulu 


ZUN 


Zuni 



